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NAVSUP | NSTRUCTI ON 4200. 94

Subj: DEPARTMENT OF NAVY (DON) POLIClES AND PROCEDURES FOR
THE | MPLEMENTATI ON OF THE GOVERNVENTW DE COMVERCI AL
PURCHASE CARD PROGRAM ( GCPC)

Ref : (a) FAR Part 13
(b) DFARS Part 213

Encl: (1) List of Prohibited and Special Attention Itens

1. Purpose. To provide DON gui dance on policies and
procedures regarding the use of the GCPC

2. Cancellation. Chapters 6a, 6e (Interim and Chapter 8 of
NAVSUPI NST 4200. 85C.

3. Scope. This instruction applies to all DON activities
usi ng the GCPC.

4. Background. NAVSUPI NST 4200. 85C was witten to inplenent
and suppl enent the Federal Acquisition Regulation (FAR), the
Def ense Federal Acquisition Regul ation Suppl enent (DFARS) and
Navy Acqui sition Procedure Supplenent (NAPS). Chapters 6a,
6e and Chapter 8 provided gui dance on the use of the purchase
card.

5. Procedures. The procedures in this instruction are to be
foll owed unless waived in accordance wi th paragraph eight
below. This instruction should not be suppl enented except
for the use of local internal operating procedures which
shall not conflict with the guidance provi ded herein.

6. Significant Changes. The followng are the significant
changes that are incorporated into this instruction.

a. Establishing that only Governnent enpl oyees may be
desi gnat ed purchase cardhol ders;

b. Redefining hazardous materi al s;
c. CGuidance on ordering via the Internet;

d. Quidance on purchasing Foreign Mlitary Sale (FMS)
requi renents using the purchase card;
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e. A requirenent that Free-on-Board (FOB) pre-pay and add
charges resulting from purchase card orders nust be paid out of
the procurenent |ine of accounting;

f. New chapters on Letters of Agreenents (LOAs) and
Accomrodati on Check Accounts; and

g. A chapter dedicated to using the purchase card as a
met hod of paynent.

7. Request for Changes. Suggested changes to this instruction
shoul d be sent to the Commander, Naval Supply Systens Comrand
(SUP 02) via the cognizant Head of Contracting Activity (HCA),
Fl eet Assi stance and Support Team or Procurenent Managenment
Revi ew Team The suggested change nust include a statenent of
the problem the recomrended sol ution and any necessary

di scussion. This information nust be sel f-sustaining.

Addi tional supporting information may be provided as encl osures.

8. Request for Waivers or Deviations. Request for waivers or
deviations fromthis instruction are to be signed by the Chief
of the Contracting Ofice for the applicable command or office
and submtted to the Conmander, Naval Supply Systens Command
(SUP 02) via the cognizant HCA

9. Action. This instruction is effective upon receipt.

’

T. E. TRUW
By direction

Di stribution:
Navy SUPARS

Copy to:

SNDL C21; FKMR7; NAVSUP 35C (5 Copies), 02 (60 Copies),

04 (20 Copies), 09A 091, 91, 93 (5 Copies); NAVICP Mail room
(MD852)
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CHAPTER 1
Ceneral Policy and Procedures

1. Scope. This chapter provides gui dance on establishing and
managi ng GCPC prograns at DON ashore and afl oat appropri ated
fund activities.

2. Policy. The purchase card shall be used to purchase
supplies and services in accordance with FAR Part 13, DFARS Part
213, NAPS 5213, the General Services Adm nistration (GSA) SMART
PAY Contract (GS-23F-98006), this instruction, HCA instructions
and | ocal internal operating procedures.

The purchase card shall be used to buy and/or pay for al

requi renents under the mcro-purchase threshold. The purchase
card shall be used to purchase supplies and services up to

$2, 500 and construction up to $2,000. It rnust be used either as
a procurenment nethod or nethod of paynment for m cro-purchases.
In cases where the card is not used to buy or pay for a mcro-
purchase, a witten determ nation by a Senior Executive Service
(SES), flag or general officer is required prior to
acconpl i shing the purchase action. This determ nation nay be
redel egated to the senior |ocal commander or director.

The purchase card shall not be used to buy safety/safety of
flight, configuration control, weapon systemrelated parts,
sales, rental and | ease of vehicles and classified requirenents
or other requirenents that require witten contract ternms and
conditions. However, the purchase card nust be used to pay for
orders issued for mcro-purchase requirenents issued for the

cl asses of itens identified above.

The purchase card nmay be used as a nethod of paynent in
conjunction with other contracting nmethods above the m cro-
purchase threshold. The purchase card nmay be used to order
directly from Governnment required sources supply (i.e. GSA

Whol esal e Supply, Federal Prison Industries (FPl), Defense

Aut omated Printing Service (DAPS), etc.). The purchase card may
al so be used for requirenents not associated wth FAR Part 13
requirenents (i.e. training).

Pur chase cardhol ders shall screen all requirenents for their
avai lability fromthe statutory sources. Those sources include
FPI, the Javits-Wagner-O Day (JWOD) program and the Governnent
Printing Ofice.

Car dhol ders shall not split requirenments over the m cro-purchase
threshold to avoid the conpetition requirenents or break down
requirenents nmerely to make several purchase card transactions.
Splitting requirenents in that manner is an inproper use of the
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purchase card. In addition, cardholders nmust rotate mcro-
purchase requi renents anong qualified suppliers to the nmaxi mum
extent practicable.

The purchase card shall only be issued to Governnment enpl oyees
or menbers of the Armed Forces. It is DON policy that ONLY
Gover nnment enpl oyees or mlitary nmenbers may be appointed
contracting officers/purchase cardhol ders, del egated contracting
authority and act as agents of the Governnent.

Purchase Card Reengi neeri ng Menorandum #6, issued by the Under
Secretary of Defense on 20 July 1998, requires that Departnent
of Defense (DCOD)/DON activities using Electronic Conmerce or

El ectronic Data |Interchange systens (EC/EDI) that result in a
nmore cost-effective paynment process nmust devel op a Busi ness Case
Anal ysis (BCA) for each system The BCAs nust conpare the
benefits and costs of the current systemversus the use of the
purchase card as a paynent nethod. WAiver requests nust be
submtted for any operational requirenment that precludes ful

i npl enentation of the purchase card. Submttals should include
a Point of Contact (POC), telephone nunber, description of the
operational requirenent and a conplete assessnent of the
inability to use the purchase card. Detailed procedures for
witing a BCA and requesting a waiver may be found at the end of
this chapter.

The purchase card shall only be used for authorized U S

Gover nnment purchases. Intentional use of the GCPC for other
than official Governnent business will be considered an attenpt
to commt fraud against the U S. CGovernnent and may result in

i mredi ate cancel |l ation of an individual’s purchase card and
further disciplinary action. The cardholder will be held
personally liable to the Governnent for the anmount of any non-
government transaction. Under 18 U S.C. 287, m suse of the
purchase card could result in a fine of not nore than $10, 000 or
i nprisonnment for not nore than five years or both. Mlitary
menbers that m suse the purchase card may be subject to court
martial under 10 U.S.C. 932, UCM] Art. 132.

3. Definitions

a. Agency Program Coordi nator (APC). The i ndivi dual
desi gnated by the commandi ng officer or Head of Activity (HA)
who shall have overall responsibility for the managenent,
adm ni stration and day-to-day operations of the purchase card
program at the activity.

b. Approving Oficial (AO. The individual responsible for
reviewing and verifying the nonthly purchase card statenments of
t he cardhol ders under his/her purview. The AO nust verify that
all purchases were necessary and for official governnent
pur poses in accordance with applicable directives. Unless
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ot herwi se specified, the AO nust also be the Certifying Oficer
for his/her cardholder(s) and in that capacity nust certify the
monthly billing statenment and forward it to the appropriate

of fice for paynent.

c. Billing Cycle. The billing cycle is the 30-day billing
period during which cardhol ders may use their purchase card.
For DON, the billing cycle ends on the 21°' of the nonth.

d. Billing Cycle Purchase Limt. The spending limt
assi gned each cardholder’s cunul ative purchases and transactions
within a given billing cycle.

e. Bulk funding. An advance reservation of funds where a
comm tnent or obligation is recorded in the aggregate rather
t han by individual transactions.

f. Cardhol der. Any Governnment enployee who is designated
by the HA or designee to be issued a purchase card or purchase
card account. The purchase card bears the nanme/account nunber
of this individual.

g. Comonly Used Hazardous Materials (HAZMAT). For the
purpose of this instruction, commonly used HAZMAT neans
hazardous materials or products that are customarily sold to the
general public to be used for non-governnental purposes
(comrercial products) which are in the sanme size and packagi ng
found conmmercially and subject to procedures found later is this
instruction. Exanples of those materials or products include
those required on a routine basis to neet daily operational
needs; such as, lubricants, batteries, toner cartridges,
detergents, etc.

h. Contracting Oficer. Governnment enployees who have the
authority to bind the Governnent to the extent of their
del egat ed purchasing authority. Purchase cardhol ders are
provi ded that authority by their commandi ng officer or APC in
witing by the issuance of a Letter of Delegation or SF 1402
Contracting O ficer’s Warrant.

i. Credit Limt. The maxi mum dollar threshold, assigned at
the AObillTing Tevel, limting the anmount an account can have
outstanding at any one tine. The bank automatically sets the
anopunt at three tinmes the corresponding billing account 30-day
[imt.

J]. D sputes. Instances where transactions on the
cardhol der’ s statenment do not agree with entries in the log or
retained receipts. This may include circunstances where the
cardhol der did not make the transaction, the anount of the
transaction is incorrect or the quality or service is an issue.
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k. HCA. The official at one of the 23 DON conponents
i sted at DFARS 202.101 and NAPS 5202. 101 (e.g. COVWNAVSUPSYSCOM
COWNAVAI RSYSCOM etc.) who has overall responsibility for
managi ng contracting authority within his/her contracting chain
of command. They are responsible for the del egation,
redel egati on and use of contracting authority including use of
t he purchase card by DON comrands, DON activities and DON
per sonnel under his/her contracting cogni zance.

. HA  For the purposes of this instruction, the HAis the
mlitary officer in command or the civilian executive in charge
of the m ssion of a DON command or activity which has been
granted contracting authority by the cognizant HCA. The HA has
overall responsibility for managi ng the del egati on and use of
this authority by personnel under his/her comrmand.

m Purchase Card. The purchase card is the credit-card-
I i ke purchase account established with the bank that enables
properly authorized Governnment personnel to buy and pay for
supplies and services in support of official Governnent
busi ness.

n. Purchase Card Log. A manual or automated | og in which
t he cardhol der docunents screening for mandatory governnment
sources and individual transactions using the purchase card.
Entries in the purchase card | og should be supported by internal
command docunentation (i.e. request for procurenent docunent,
requisition, etc.).

The purchase card docunentation should provide an audit trai
supporting the decision to use the card and any required speci al
approval s that were obtai ned.

0. Merchant Category Code (MCC). A four-digit code
assigned to a participating purchase card vendor based on their
industry classification. APCs can |limt cardhol der transactions
by type of nmerchant by bl ocki ng out certain categories of
vendors for use by activity cardhol ders.

p. Mnthly Cardhol ders Statenent. The statenent of charges
forwarded to the cardholder at the end of the billing cycle
detailing all of the charges during that period.

g. Mnthly Billing Statenent. The nonthly billing
statenent is the official 1nvoice for paynent purposes which is
provided to the AO The billing statenent identifies all of the
purchase card transactions of his/her cardholders during a
billing cycle.

r. Services. For the purposes of this instruction,
services are firmfixed priced (including unpriced orders with
an established ceiling), non-personal, comrercially avail able
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requi renents in which the Governnment directly engages the tine
and effort of a contractor to performa task (e.g. repairs,
mai nt enance, annual maintenance agreenents, etc.).

s. Single Purchase Limt. The dollar threshold assigned to
each cardhol der for a single transaction.

t. Reconciliation. The process by which the cardhol der and
AO review the nonthly statenents, reconcile against avail able
vendor receipts and purchase card | og and aut hori ze paynment of
t hose charges provided on the nonthly billing/cardhol der
st at ement s.

u. Transaction Type. The transaction type is the nmethod by
whi ch an order 1s placed when using the purchase card. Purchase
card buys nmay be nade over-the-counter, over-the-phone or via
the internet.

4. Managi ng Departnent of Navy Purchase Card Prograns

a. Delegation of Contracting Authority. Prior to
establishing a Iocal DON Purchase Card Program activities nust
obtain a grant or delegation of authority to operate a purchase
card program The del egation should be acconplished in
accordance with the guidance provi ded bel ow,

(1) By the HCA. Al DON activities nust obtain a
del egati on of contracting authority, in accordance with the
cogni zant HCA' s procedures, prior to |ocal inplenentation of the
pur chase card program

(2) By the HA. The HA shall personally del egate
contracting authority to each potential cardhol der, or shal
del egate to one individual within the activity (e.g. the APC
the right to redel egate contracting authority to cardhol ders
within the activity.

(3) Del egation Docunent. A Letter of Del egation or SF
1402 (Certificate of Appointnment) shall be used to del egate
m cro- purchase authority or authority to use the purchase card
as a nethod of paynent under $2,500. In addition, the SF 1402
nmust be used to del egate cardhol ders the authority to use the
purchase card above the m cro-purchase threshold as provided in
this instruction. Each Letter of Delegation or SF 1402 shal
specify the followi ng information; single purchase Iimt (for
open mar ket and government sources of supply), billing cycle
purchase imt, transaction type, and limts, if any, on use as
a met hod of paynent.

In addition, activities should establish |ocal procedures for
nom nati ng and appointing APCs and AGs. As a mninmm the
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procedures shoul d include furnishing each APC and AOw th a
letter of delegation outlining the duties and responsibilities
of each position.

(4) Establishing Appropriate Authority. It is the
responsibility of the APC to ensure that each AO and cardhol der
has an appropriate grant of authority to satisfy m ssion
requi renents. Cardhol der accounts shoul d be established which
recogni ze applications for the card other than for m cro-
purchases (i.e. DAPS, training, nethod of paynent). The
cardholder limt should reflect the variety of use accordingly.
I n addition, cardhol ders and ACs shoul d be nmade aware of account
limts and be aware of procedures to revise account |imts as
functi ons change.

b. Training Requirenents

(1) Prior to the issuance of a purchase card, al
prospective cardhol ders and AGs nust receive training in DON
policies and procedures as well as local internal operating
procedures. In addition, refresher training on current DON
policies and procedures and | ocal internal operating procedures
is required at | east every two years. This will ensure that
cardhol ders and others involved in the process are aware of and
in conpliance with current DON policies, procedures and internal
oper ati ng procedures.

(2) I'n addition, the APC, prospective cardhol ders and
AGs nust successfully conplete at | east one of the foll ow ng;

(a) Navy/ Marine Corps Purchase Card Training and
| nteractive Customer assistance CD ROM

(b) Navy/ Marine Corps Purchase Card Interactive
Tutorial (web-based);

(c) NAVSUP Commerci al Purchase Card Course for
M cr opur chasers;

(d) A cognizant HCA approved purchase card course
that contains the mninmumrequirenments/curricula covered in the
NAVSUP Conmer ci al Purchase Card Course for M cropurchasers.

(3) Individuals who have taken one of the follow ng
courses have satisfied the training requirenents and are not
required to conplete any of the training discussed in paragraph
(2) above.

(a) NAVSUP Sinplified Acquisition Course;
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(b) CON 101, Contracting Fundanentals or CON 202,
I nternmedi ate Contracting or equival ent predecessor courses
(NAVSUP Sinplified Acquisition Course).

c. Establishing a Local Program

(1) Procedure. Activities wishing to establish a |ocal
purchase card program shoul d coordi nate their request through
their DON major claimant POC or Level 4 (as identified within
t he bank hierarchy) before sending their request to the bank.

(2) Internal Operating Procedures (10OP). Prior to
establishing a Tocal program commands shoul d devel op witten
i nternal operating procedures for the use of the purchase card
program by activity personnel. Each activity is responsible for
establishing its own procedures; however, devel opnent and
i npl enmentati on of the paynent procedures shoul d be coordinated
wi th the supporting Defense Finance and Accounting Service
(DFAS) Operating Location (OPLOC). All procedures nust be
within the scope of the terns and conditions of the GSA contract
and nust conply with all the procedures for and restrictions on
the use of the card in this instruction. Sanple procedures,
that may be tailored to the activities requirenents can be
found at the end of the chapter. The internal operating
procedures, as a mninmum nust address the issues |listed bel ow

(a) Designation of offices/personnel involved in the
program wi th associ ated duti es:

1. APC

2. AO

3. Cardhol der

4. Designated billing office

Conptrol ler.

o

(b) The 10OP shoul d include specific guidance on the
i nternal command processes for:

1. The purchase request process

2. Screening/docunentation requirenents

3. Solicitation and award procedures

4. Receipt inspection and acceptance of supplies/

servi ces.
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5. Any special processing requirenments
necessary to ensure appropriate obligation and expenditure of
fiscal year end funds

6. Reconciliation, verification and
certification of the cardhol der’s statenent and official invoice

7. Maintenance and retention of purchase card
records

8. Restricted purchases.

d. Cardholder’s Contracting and Account Limtations

(1) Single Purchase Limt. Each cardhol der’s purchase
card account and del egation of authority docunent shall include
a single purchase imt, alimt for the use of the purchase
card as a nethod of paynent (in accordance with Chapter 4 of
this instruction if applicable) and a limt for all other uses
as prescribed by this instruction (i.e. training, DAPS, etc)
l[imted to the command’ s/activity’'s authorized contracting
authority. Wthin the limtations described below, the HA (or
hi s/ her designee) may del egate the single purchase Iimt in
increments of $50. Normally this will be $2,500 for cardhol ders
limted to using the card as a procurenent nmethod. The single
purchase [imt when using the card with governnment sources of
supply or as a nethod of paynent for properly issued sinplified
acquisitions is $100,000; ($5 mllion for conmercial itens
i ncludi ng options; using the procedures of FAR 13.5, i.e.
purchase orders, Bl anket Purchase Agreenent (BPA) calls) and
$9, 999, 000 for orders issued agai nst GSA schedul e contracts.

The purchase card nmay be used as a nethod of paynent for
properly issued delivery orders issued against indefinite
delivery type contracts up to $9,999,000. See Chapter 4 of this
instruction for policies, procedures and specific threshold

gui dance for using the purchase card as a nethod of paynent.

(2) Billing Cycle Purchase Limt (30-Day limt). Each
cardhol der’ s account and delegation of authority shall include
his/her billing cycle purchase [imt. The billing cycle [imt
may be assigned in increments of $100 up to $9, 999, 000.

(3) MCC. A four-digit code assigned to a participating
Mast er Card vendor based on their industry classification. Each
cardhol der’ s account shall be coded to identify the types of
mer chants from whom the cardhol der is authorized to nmake
pur chases.

(4) Transaction Type. The cardhol der’s account and
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del egation of authority shall identify the transaction type
authorized (i.e., over-the-counter, tel ephone orders or via the
i nternet).

e. Using the Purchase Card

(1) Prior to making an award, the cardhol der nust;

(a) Ensure that sufficient funds are commtted by
t he financial manager and available to acconplish the
transaction. Activities should, to the maxi num extent
practicable, mnimze the steps for funds certification and
approvals. |If the activity can ensure funds certification and
approval for specific purchases or classes of purchases (i.e.
of fice supplies, information technology, etc.) a fornmal purchase
request is not required.

(b) Screen all requirenents for their availability
fromthe statutory sources of supply (i.e. JWOD/ UNI COR) and
(enclosure 1). Cardhol ders shall docunent the manual or
aut omat ed purchase card log with evidence of screening
per f or med.

(c) Docunent the solicitation information (price and
delivery quotation) received fromthe contractor. This can be
acconplished on a telecon record, buyer’s abstract or the
purchase card log. A sanmple |og showi ng the m ni numrequired
docunentation is found at the end of this chapter.

(d) Evaluate the price to determine if it is fair
and reasonable. |If the quoted price is fair and reasonable, the
car dhol der shoul d proceed with the purchase of the supplies or
servi ces.

(2) Making an award with the purchase card may be
acconpl i shed as foll ows;

(a) Over-the-counter. The cardhol der can go to the
vendor’s | ocation or place of business to nmake the purchase.

(b) Over-the-phone. The cardholder can call the
vendor and order the supplies. The contractor can then deliver
the supplies or prepare the order for governnent pickup if
aut hori zed.

(c) Viathe internet. Cardholders may place orders
via the internet if authorized by their commands. When
pur chasi ng/ ordering via the internet, cardhol ders should ensure
t hat appropriate account safeguardi ng nmeasures are taken. User
identification, authentication and encryption of data are
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i nportant factors in safeguarding cardhol der information.

Car dhol ders shoul d consi der using a browser with automatic
encryption capability (e.g., MSIE 4. X or NETSCAPE 4.X). The
user should conply with the authentication and identification
requi renents (passwords, identification, PIN#, etc.) required
by the commercial vendor from whomthe cardholder is acquiring
t he supplies.

(3) Whether the purchase is nade over-the-counter, over-
t he- phone or via the internet, the foll ow ng applies:

(a) Regardless of the nethod in which the cardhol der
uses their purchase card, the cardhol der is responsible for
saf eguardi ng the security of his/her purchase card and account
information. The card bears the cardhol der’s nanme and may only
be used by hinfher to purchase authorized supplies or services
in accordance with this instruction, the GSA SMARTPAY Contract,
the activity's internal operating procedures and the
cardhol der’ s del egation of contracting authority.

(b) I'n order to protect the integrity of the
process, a mninmumtwo way separation of functions is required
when using the purchase card (i.e. one person naking the
purchase and one person accepting and receiving the supplies or

services). |If the cardholder is picking up the material at the
contractor’s location, the end user or designated receiving
personnel should sign for final receipt. 1In the event the

cardhol der is the end user, another designated individual nust
sign the receipt.

If a second individual will not be available, the activity
shoul d have sone process to ensure the integrity of the process
(i.e. obtaining the AO s approval in advance, etc.).

(c) Merchants should be instructed not to charge
sal es tax, unless the location of the nmerchant’s business is in
a state that does not afford the federal governnent a tax-exenpt
status under its state and local laws (e.g. Arizona, Hawaii).

(d) The cardhol der shall ensure that any fee paid by
the nerchant is not added to the price of the itens (except in
overseas | ocations).

(e) The cardhol der should rem nd the vendor that
hi s/ her purchase card account may not be billed until after the
mat eri al has been shi pped or service provided.

(f) Back ordering or delivering partial quantities
shoul d be avoided. If an item nust be back ordered or a partial
gquantity accepted the nerchant nust agree to only bill for the
actual quantity shi pped.

1-10



NAVSUPI NST 4200. 94
29 June 1999

(g) For ease of reconciliation, cardhol ders should
ensure that all itens are delivered or picked up within the sane
billing cycle.

(h) Cardhol ders shall retain any docunmentation
received fromthe vendor as this will later be used to verify
the transacti ons shown on the cardhol der statenment. This may
i nclude a charge slip, cash register receipt, packing list, etc.
| f for sonme reason, the cardhol der does not have docunentation
of the transaction, an explanation wll need to be attached to
the statenment during the reconciliation process. In addition,
APCs, AGs and cardhol ders must maintain purchase-rel ated records
(e.g.purchase card logs, requisitions, etc) for a mninmmof 3
years and financial records (e.g.invoices, statenents, etc) for
6 years and 3 nonths.

(4) Odering JWD Products from Servmart. Lions C ubs
manage many base servmarts. However, not all products sold in
servmarts are JWOD or UNI COR products. Cardholders may fill
enmergent needs through servmarts wthin the foll ow ng purchase
thresholds. [If the purchase/order is solely for JWOD/ UNI COR
products, cardhol ders may use their cards up to $100, 000.
However, if the purchase or order is not UNICOR or JWOD or when
the order is m xed between commercial itens and UNI COR and JWOD
itenms, the threshold for purchases is $2, 500.

(5 Odering from Non-Appropriated Fund Instrunentality
(NAFI) and Exchanges. Cardholders are authorized to procure
from NAFI/ Moral e, Welfare and Recreation (MAR) organi zati ons.
Prior to ordering from NAFI/MAR organi zati ons, cardhol ders nust
screen the requirenents fromthe mandatory governnent sources of
supply. Supplies and services fromthe exchanges or NAFlIs are
not consi dered agency inventories for the purpose of this
procedure. Contracting wth NAFIs/exchanges does not
automatically establish price reasonabl eness. Cardhol ders
shoul d i ndependently determ ne the prices found at the
NAFI / exchange fair and reasonable. The rules for using
NAFI / exchanges Qutside Continental United States (OCONUS) have
not changed. Cardhol ders should be aware of the foll ow ng
[imtations on contracting with OCONUS NAFI/exchanges:

(a) The supplies provided shall be fromstock of the
exchange on hand as of the date of the order; and

(b) The order may not provide for the procurenent of
services not regularly provided by the exchange.

(6) Ordering Procedures for Unique Requirenents

(a) DON activities shall use the ordering procedures
identified bel ow when using the purchase card for the foll ow ng
requi renents:
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1. Gasoline or oil for DON-owned aircraft.
Cardhol ders may not use their card to procure gasoline and oi
for DON vessels and vehicles unless the requirement falls within
the following criteria: Continental United States (CONUS)/
Al aska | ocations- |less than 10,000 gallons required annually and
overseas/ Hawaii- |ess than 20,000 gal lons required annually.
These anounts are beneath the ceiling provided for in the
Contract Bulletins issued by Defense Fuel Supply Command (DFSC)
Requi rements over the established anmounts shall be procured by
DFSC.

2. Hazardous Materials. Except for those
materials defined as comopnly used hazardous materials in
paragraph (h) (definitions) where the purchase card is used as a
st and- al one net hod of procurenent, HAZMAT shall not be
purchased. Purchases of commonly used HAZMAT shall conply with
the foll ow ng procedures:

a. The end user/cardhol der nmust conply with
established | ocal base or activity procedures for the
procurenent and use of HAZMAT. Such procedures shall, at a
m ni mum require screening the requested material against the
activity's Authorized Use List (AUL) and approval by the
desi gnat ed HAZVAT official of a contractor-provided Mteri al
Safety Data Sheet (MSDS). (The cardhol der shall not procure
materials not listed on the activity AUL).

b. The cardhol der nust obtain pre-award
approval by submitting a copy of a current contractor-provided
MSDS al ong with the purchase request to the designated HAZVAT
official. If the product is not on the activity AUL, the
cardhol der nmust process the requirenent through the Safety and
Envi ronnmental O fice.

c. The cardhol der shall make avail able the
appropriate MSDS to the product user.

d. The cardhol der shall notify the HAZMAT
coordi nator of receipt of hazardous materials.

e. |f the HAZVMAT official approves the
pur chase, the cardhol der should instruct the vendor that change
in the material approved under this purchase is not permtted
and the shipping contai ner nust be | abeled in accordance with
direction in the Hazard Comruni cation Standard (29CFR 1910. 1200
et. seq.).

3. Unpriced services. Unpriced services may be
obt ai ned using the purchase card when the cardhol der can
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establish, in communication with the vendor, a ceiling price
that will not be exceeded by the contractor. This authority is
limted to services in which the comrercial marketpl ace sets the
mar ket prices for services and those market prices are
identified in the cardhol der docunentation along with the
established ceiling price (e.g. copier repair, fax machi ne
repair, etc.).

4. FMs. Cardhol ders may use the purchase card to
procure supplies and services in support of FMS prograns. The
procedures for using FM5S case funds in conjunction with the
purchase card is as follows:

o a. Material purchased nust be tracked to a
specific FM5S requisition or country/case/ docunent nunber in an
aut hori zed accounting system and

b. Proof of shipnment nust be docunented to
support possi ble Supply Di screpancy Report processing.

f. Receipt and Acceptance of Supplies/ Services Using the
Purchase Card. It is the cardholder’s responsibility to verify
recei pt of all transactions. Were the purchase cardholder is
bill ed but does not receive the supplies or services at the tinme
of the receipt of the official invoice, the cardhol der nust
fully certify the invoice with the anticipation that
confirmation of receipt will occur within the next billing
cycle. |If the supplies or services are not received within the
next billing cycle the cardhol der nust dispute the item using
establ i shed di spute procedures. |In addition, the cardhol der
must also certify that the quantity and quality of the itens
furni shed are in accordance with the agreenent with the vendor.
| f recei pt docunentation is not avail able, the cardhol der nust
contact the end user, central receiving departnent or other
person(s) responsible for receipt to obtain verification that
the supplies or services have been received. The purchase card
| og or purchase file docunentation nust be annotated to indicate
t hat proper recei pt and acceptance has been acconpli shed.

g. Reconciling Purchase Card Accounts

(1) Invoice Certification. Reconciliation procedures
may vary due to programrequi renents existing at individual
commands. However, as a mninmum conmmands shoul d ensure that
their procedures conply with established bank procedures, this
i nstruction and procedures promul gated by Assistant Secretary of
t he Navy (Financial Managenent & Conptroller).

(a) Cardholder. At the end of each nonthly billing
cycle, the cardholder shall reconcile the transactions appearing
on his/her nonthly statenment by verifying their accuracy agai nst
cardhol der records. The cardhol der shall review all information
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on the nonthly statenment, verifying changes, credits,

out standi ng di sputes and refunds within five days of receipt.

| f the cardhol der fails to review the nonthly statenent,

i ncl udi ng annotating any di screpancies, disputing inproper
charges, or signing and forwarding it to the AO or designated
alternate within the five day period, the AO or designated
alternate shall presune that all charges are proper and certify
the nonthly invoice for paynent.

The purchase cardhol der nmust notify the AOin witing within
five days of receipt of the nonthly statenent if there are

di screpancies in the statenent. The cardholder is ultimately
responsi bl e for purchase card transacti ons being proper and for
notifying the AO of any information he/she has know edge of that
i npacts on the propriety of certifying the nonthly invoice for
paynment. |If transactions or credits are not included on the
current statenent, the cardholder nust retain the applicable
docunentation until the transaction or credit appears and can be
reconcil ed. The cardhol der nust then sign the statenent, attach
all supporting docunentation and forward the package to their AO
or designated alternate.

| f the cardholder is unable to review the statenment at the tine
it is received, the AO designated alternate or APC is
responsi ble for reviewing and certifying the cardhol der’s
monthly statement. The cardhol der, upon his/her return, reviews
the nonthly statenent and resol ves any discrepancies with the
AO.

(b) AO The AOis responsible for ensuring that al
purchases nmade by the cardhol der(s) wi thin his/her cogni zance
were appropriate and the charges are accurate. He/she nust
resol ve all questionable purchases with the cardholder. 1In the
event an unaut horized purchase is detected, the AO nust notify
the APC and ot her appropriate personnel wthin the command in
accordance with the command |1 OP. After review, the AOw Il sign
the cardhol der’s nonthly statenment of account and naintain the
docunentation in accordance with agency procedures. In
addition, the AOis also responsible for certifying the nonthly
invoice resulting fromthe purchases/transacti ons of the
cardhol ders within his/her account structure.

The AO is responsible for review ng and certifying the nonthly
purchase card invoice within five days of receipt fromthe
cardhol der and forwarding it to the appropriate DFAS OPLOC or
billing office. As the certifying officer the AOis responsible
for tinely certification of the nonthly invoice. The AOis to
presune that all transactions on the nonthly statenent are
proper unless notified in witing by the purchase cardhol der
within five days fromthe cardhol der’s receipt of his/her

mont hly statenent. The presunption does not relieve the AO from

1-14



NAVSUPI NST 4200. 94
29 June 1999

reviewi ng for blatant inproper purchase card transactions and
taking the appropriate action prior to certifying the invoice
for paynent.

h. Review of Local Prograns

(1) Internal Review Sem -annual reviews of the
activity purchase card program nust be acconplished to ensure
t hat adequate | ocal internal controls are in place. The
integrity of the | ocal program depends on the APC or designee
performng a sem -annual review of the activity purchase card
program The revi ew shoul d consist of an eval uation of |ocal
operating procedures to ensure that cardhol ders and ACs are
operating within the prescribed conmand controls. A report of
the review should be submtted to the organi zational APC (if
performed by other personnel) who should initiate appropriate
action as necessary to inprove the |ocal programor correct
speci fic problem areas.

The followi ng areas nust be covered in any Purchase Card Program
Revi ew.

(a) Review of internal operating procedures to
ensure conpliance with current DOD/ DON regul ati ons and
di rectives;

(b) Program conpliance with applicable training
requirenents;

(c) Appropriate del egations of authority;

(d) Integrity of purchase request process;

(e) Conpliance with m cro-purchase procedures;

(f) Receipt, inspection and acceptance procedures;
(g) Invoice certification process;

(h) Pronpt paynent procedures;

_ (i) Internal procedures to resolve disputes and
nmoni tor command del i nquenci es;

(j) Procedures to review Letters of Agreenent (LQOAs)
and orders agai nst LOAs; and

(k) Use of the purchase card as a paynent nethod.

(2) HCA Review. The HCA or designee who granted
contracting authority shall review the conmand | evel prograns as
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part of the Procurenent Managenent Revi ew Program

5. Financial Managenment Requirenents for Use of the Purchase
Card

a. Funding requirenents. DON activities shall bulk fund
all purchase card transactions in accordance with the USD( C)
Purchase Card Reengi neeri ng Menorandum #3: Stream i ned
Fi nanci al Managenent Procedures dated 27 March 1997. The USD C)
has aut horized an exception frombulk funding to DON activities
with electronic interfaces between their purchase card
managenent/reconciliati on system accounting system and the bil
payi ng system (i.e. ClTIDI RECT).

b. Certifying Oficers. DON activities participating in
t he GCPC program may nom nate and appoint AGCs as certifying
officers in accordance with Purchase Card Reengi neering
Menorandum #1: Certifying O ficer Quidance dated 17 Cctober
1996. Wthin five days of receipt, the AO shall review and
approve the nonthly cardhol der statenents, as well as review and
certify for paynment the nonthly billing statenent which is a
summary invoice of all transactions of the cardhol ders
establ i shed under the AO s account.

DON organi zations wishing to centralize certification of the
monthly billing statements shall submt requests via their major
command with a copy to NAVSUP (Code 02), to Assistant Secretary
of the Navy for Financial Mnagenent and Operations who wl|
review and validate requests for waiver to the DOD Policy.
Approved requests will be forwarded to the USD(C) for final
approval. The centralizing of the certification process does
not elimnate invoicing at the AO |l evel or the requirenent for
ACs to review the statenments of cardhol ders under their purview.

c. Pay and Confirm DON activities operating a purchase
card program shall as part of their financial managenent program
institute pay and confirm procedures. Pay and confirm
procedures are used in instances where cardhol ders have been
billed and have not received the itens ordered. The cardhol der

shall pay the invoice in full in anticipation that the supplies
will be received within the next billing cycle. [|If the supplies
are not received within the next billing cycle, the cardhol der

wll then dispute the item using established di spute procedures.
Pay and confirm procedures al so include danaged itens received

which are still under warranty, where the contractor confirns
he/she will replace, nodify or repair within the next billing
cycl e.

6. Transportation Considerations Wen Using the Purchase Card

a. Transportation Terns
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(1) Free-on-Board (FOB) Destination. FOB destination
means the vendor pays the cost of transportation and includes it
in the cost of the item Cardholders should attenpt to obtain
FOB destination shipnent terns.

(2) FOB Oigin. FOB origin or pre-pay and add neans
the contractor bills for shipping and adds the cost as a
separate line item Cardhol ders should not accept FOB origin
terms. In cases where the cardhol ders nust accept FOB origin
terms, any transportation charges will be paid fromthe
procurenent |ine of accounting.

b. CONUS Shipnents. (Vendor Receiving and Expediting
Pr ogr am ( VREP)

ng material,

(1) When a contractor within CONUS is shipp
[l owi ng

the contractor should be advised to include the fo
informati on on the shipping | abel:

(a) Conpl ete MARK FOR address including the
cardhol der’s U C, address and departnental nanme or code for
which the material is being procured;

(b) Requisition/order nunber or other reference
nunber provi ded by the cardhol der; and

(c) Merchant’s nanme and address.
(2) Additionally, a shipping docunent or packing slip
shoul d be included in each package with the foll ow ng
i nformati on:
(a) Merchant’s nane and address;
(b) Date of order;

(c) Requisition nunber/job order nunber or other
ref erence nunber provided by the cardhol der;

(d) Date of delivery or shipnent;

(e) Itemzed list of supplies furnished, including
quantity;
(f) Cardhol der’s nanme, code and phone nunber; and

(g) Conplete MARK FOR address including U C and
address of end user.

c. Required Shipping Information when Material is for a
U.S. Navy Ship, Navy Mobile Unit or Overseas Activity. The
preferred nethod for the shipping of purchase card procured
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material overseas is the U S. Postal Service (USPS) and the
purchaser’s fleet post office (FPO address. |If shipnment is not
made via USPS, cardhol ders are strongly encouraged to use the
Def ense Transportation System (DTS). The follow ng information
shoul d be provided for the applicable transportation nethod;

(1) When material is being shipped via USPS, the
follow ng i nformati on shoul d be included on the shipping | abel:

(a) Conpl ete MARK FOR address including the
cardhol der’s U C, FPO address and departnental nanme or code for
which the material is being procured.

(b) Requisition/order nunber, Transportation Control
Nunber (TCN) or other reference nunber provided by the
car dhol der; and

(c) Merchant’s nanme and address.

(2) If the procured itemis shipped via the DTS (i.e.
using the Air Mbility Command (AMC) Channel m ssions or
schedul ed sealift container services to overseas destinations),
t he purchaser nust provide the following information for the
merchant to place on the shipping | abel:

(a) Conpl ete MARK FOR address, including the
cardhol der’s U C, FPO address and departnental nane or code of
the activity for which the material is being procured.

(b) TCN (which normally consists of the procuring
activity’ s requisition nunber, and three character M LSTAMP
suffix), requisition nunber (if not provided in TCN), order
nunber or other reference nunber assigned by the cardhol der;

(c) Transportation Account Nunmber (TAC). The TAC
utilized for purchase card procured material through DTS is
N820, a Navy Service-Wde Transportation First Destination TAC.
The use of TAC N820 is strictly limted to the novenent of
purchase card procured material itenms froma M LSTAMP desi gnat ed
Aerial or Water Port of Enbarkation (APOQ WPCE) to a cardhol der
activity when the activity is overseas, including deployed ships
or nobile units. This TAC shall not be used for paynent of
transportation charges for donmestic (including Al aska, Hawaii or
Puerto Rico) shipments. The funding account paying for the
purchase wi ||l pay for any associ ated transportation charge that
has been added by the vendor. |Its use is strictly limted to
t he novenent of a purchase card procured itemfroma M LSTAMP-
desi gnat ed APCE/ WPCE to a cardhol der activity when the activity
i's overseas including deployed ships and nobile units. |t shal
NOT be used for paynent of transportation charges for donestic
(i ncluding Al aska, Hawaii and Puerto Ri co) shipnents;
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(d) Transportation Priority (TP) and Required
Delivery Date (RDD). TPl and TP2 for air shipnents via AMC and
TP3 for surface (container) shipnents. |If the RDDis not cited
in a TPl or TP2 shipnent, the material wll be diverted to a
surface (water) carrier in accordance with MLSTAMP policy. An
appropriate three digit Julian date or M LSTAMP RDD for the
coinciding TP is to be used (i.e. TP1/999, TP1/ NOs, TP2/ 777,
etc.);

(e) The shipping | abel should al so include:

Merchant’ s nane and address;

Consi gnee/ SH P TO address (DTS transshi pnent
point). Itens wll be consigned to one of the foll ow ng
transshi pnment points for entry into the DTS:

(f) For material entering a DIS Port of Enbarkation

(PCE) on the east coast (i.e. Norfolk Naval Air Term nal or
Norfol k Water Freight Term nal), consign and | abel as foll ows:

SH P TO N45750

VREP CONTRACTOR

TCN TAC/ TP/ RDD/ MARK For Ul C**

8349 Al R CARGO ROAD

BU LDI NG LP-117

NAVAL Al R STATI ON

NORFOLK, VA 23511-4496
** Exanpl e:  V1234583300100XXX/ 820/ TP2/ 777/ V12345

(g) For material entering a DIS PCE on the west
coast, consign and | abel as foll ows:

SH P TO DDIC CCP W62N2A

TCN TAC/ TP/ RDD Mark for Ul C+*

Def ense Di stribution Depot

San Joaqui n Sharpe Site

CCP Operations Bldg 208 (B-1) Sec 6
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700 East Roth Rd

French Canp, CA 95231
** Exanple: R54321-8330- 0100XXX/ 820/ TP2/ R5432
For any itens that may require special handling, (e.qg.
tenperature controlled or signature service), contact the Nava
Transportation Support Center Fleet Locator at 757-444-7381/
DSN 564- 7381 for shipping and routing information.
Advance notification of the information contained in paragraph
6¢c above should be forwarded via letter or Naval nessage by the
cardhol der to the appropriate transshi pnent point to ensure
proper routing upon material receipt and to preclude frustration
of material:

d. Regardless of which nmethod of shipping is utilized, the
vendor rnust include a packing slip inside each shipnent with the
foll ow ng information:

(1) Merchant’s nanme and address;
(2) Date of order;
(3) Date of delivery or shipnent;

(4) Itemzed list of supplies furnished, including
gquantities;

(5 MARK FOR address, including UC FPO address of the
activity for which the material is being procured;

(6) Requisition nunber or other reference nunber issued
by the procuring activity
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LOCAL | NTERNAL OPERATI NG PROCEDURES FOR USE W TH THE
GOVERNVENT PURCHASE CARD PROGRAM

( SAMPLE)
1. Ceneral

a. The DON has issued a Task Order (#0003) under the GSA
SMARTPAY Contract (#GS-23F-98006) to obtain purchase card
services from G tiBank. These internal operating procedures
provi de gui dance on the appropriate use of the purchase card by
(insert nane of command) personnel.

The policy of (insert nanme of conmand) is to use the purchase
card for all supplies and services at or bel ow the m cro-

pur chase threshold ($2,500) as either a procurenent nmethod or a
met hod of paynent. All purchases nust be acconplished in
accordance with FAR Part 13, DFARS 213, NAPS 5213, NAVSUPI NST
4200.94, the GSA contract and this internal operating procedure.

(I'nsert nanme of conmmand) purchase cardhol ders shall only use the
purchase card for authorized purchases in accordance with this
i nternal operating procedure.

b. Definitions

(1) APC. The individual designated by the Comrandi ng
Oficer or HA who shall have overall responsibility for the
managenent, adm nistration and day to day operations of the
purchase card program at the activity.

(2) AO The individual responsible for review ng and
verifying the nonthly purchase card statenments of the
cardhol ders under his/her purview The AO nust verify that al
purchases were necessary and for official governnment purposes in
accordance with applicable directives. Unless otherw se
specified the AO nust also be the Certifying O ficer for his/her
cardhol der(s) and in that capacity nust certify the nonthly
billing statenent and forward it to the appropriate office for
payment .

(3) Billing Cycle. The billing cycle is the 30-day
billing period cardholders may use their purchase card. For DON
the billing cycle ends on the 21% of the nonth.

(4) Billing Cycle Purchase Limt. The spending limt
assi gned each cardholder’s cunul ative purchases and transactions
with a given billing cycle.
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(5) Bulk funding. An advance reservation of funds where
a commtnment or obligation is recorded in the aggregate rather
t han by individual transactions.

(6) Cardholder. Any CGovernnent enployee who is
desi gnated by the HA or designee to be issued a purchase card or
purchase card account. The purchase card bears the nane/account
nunber of this individual.

(7) Commonly Used HAZMAT. For the purpose of this
instruction, commonly used HAZMAT neans hazardous materials or
products that are customarily sold to the general public to be
used for non-governnental purposes (comrercial products) which
are in the sane size and packagi ng found commercially and
subject to procedures found later is this instruction. Exanples
of those materials or products include those required on a
routine basis to neet daily operational needs; such as,
| ubricants, batteries, toner cartridges, detergents, etc.

(8) Contracting Oficer. Governnment enployees who have
the authority to bind the Governnent to the extent of their
del egat ed purchasing authority. Purchase cardhol ders are
provi ded that authority by their commandi ng officer or APC in
witing by the issuance of a Letter of Delegation or SF 1402
Contracting O ficer’s Warrant.

(9) Credit Limt. The maxi mum doll ar threshold assigned
at the AObillTing Tevel limting the anobunt an account can have
outstanding at any one tine. The bank automatically sets the
anopunt at three tinmes the corresponding billing account 30 day
[imt.

(10) Disputes. Instances where the transactions on the
cardhol der’s statenments do not agree with entries in the |log or
retained receipts. This may include circunstances where the
cardhol der did not make the transaction, the anount of the
transaction is incorrect or the quality or service is an issue.

(11) HCA. The official at one of the 23 DON conponents
listed at DFARS 202.101 and NAPS 5202. 101 (e.g. COWAVSUPSYSCOM
COWMNAVAI RSYSCOM etc.) who has overall responsibility for
managi ng contracting authority within their contracting chain of
command. They are responsible for the del egation, redel egation
and use of contracting authority including use of the purchase
card by DON conmands, DON activities and DON personnel under
hi s/ her contracting cogni zance.

(12) (HA). For the purposes of this instruction, HAis
the mlitary officer in command or the civilian executive in
charge of the mi ssion of a DON command or activity that has
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been granted contracting authority by the cogni zant HCA and has
overall responsibility for managi ng the del egati on and use of
this authority by personnel under his/her comrmand.

(13) Purchase Card. The purchase card is the credit-
card-1i ke purchase account established with the bank that
enabl es properly authorized Governnent personnel to buy and pay
for m ssion requirenents.

(14) Purchase Card Log. A manual or automated | og on
whi ch the cardhol der docunents screening for nmandatory
government sources and individual transactions using the
purchase card. Entries in the purchase card | og should be
supported by internal command docunentati on.

The purchase card docunentation should provide an audit trai
supporting the decision to use the card and any required speci al
approval s that were obtai ned.

(15) MCC. A four-digit code assigned to a participating
purchase card vendor based on their industry classification.
APCs can |imt cardhol der transactions by type of nerchant by
bl ocki ng out certain categories of vendors for use by activity
car dhol ders.

(16) Monthly Cardhol ders Statenent. The statenent of
charges forwarded to the cardholder at the end of the billing
cycle detailing all of the charges during that period.

(17) Monthly Billing Statement. The nonthly billing
statenent is the official 1nvoice for paynent purposes which is
provided to the AO The billing statenent identifies all of the
purchase card transactions of his/her cardholders during a
billing cycle.

(18) Services. For the purposes of this instruction,
services are firmfixed priced (including unpriced orders with
an established ceiling), non-personal, comrercially avail able
requirenents in which we directly engage the tine and effort of
the contractor to performa task. (e.g. repairs, maintenance,
annual mai ntenance agreenents, etc.).

(19) Single Purchase Limt. The dollar threshold
assigned to each cardhol der for a single purchase/ paynent
action.

(20) Reconciliation. The process by which the
cardhol der/AO review their nonthly statenments, reconcil e against
avai | abl e vendor recei pts and purchase card | og and authori zs
paynment of those charges provided on the nonthly statenent.
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(21) Transaction Type. The transaction type is the
met hod by which an order 1s placed when using the purchase card.
Purchase card buys may be nmade over-the-counter, over-the-phone
or via the internet.

c. Designation of offices under Purchase Card Program (This
par agraph should be tailored to the specific command
ci rcunst ances)

(1) APC. (Insert local responsibilities of APC). As a
m ni mum the specific duties should include managenent and over -
si ght of | ocal program

(2) AO Include as a mnimm duties as Certifying
O ficer and requirenent to review cardhol der’s nonthly purchase
card statenents.

(3) Cardhol der. Person authorized to use the purchase
card to buy/pay for supplies or services.

(4) Designated Billing Ofice. Designated DFAS OPLOC
(I'nsert supporting OPLOC).

(5) Conptroller. Financial/Conptroller person
responsi bl e for managi ng command fundi ng. Conptroller and APC
shoul d work together to ensure funds approval process is
streanlined to the maxi num extent practicable. |In addition,
conptroller and APC nust coordinate efforts to establish account
limts for AGs and cardhol ders.

2. Establishing Local Accounts

a. The APC for (insert nanme of command) is M./ M./ Ms
XXXXX XXXXXX.  Hel/she is the command POC for providing
managenent and over-sight for the (insert name of command)
Purchase Card Program In addition, he/she is the conmand POC
for establishing purchase card accounts.

(1) Prior to establishing purchase card accounts for
| ocal command personnel the APC will ensure that the prospective
cardhol der has received proper training in;
- Standards of conduct

- DON purchase card training (CD ROV cl assroom
training/etc)

- Internal operating procedures.
(2) Personnel wi shing to becone purchase cardhol ders
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shal | ;

- Provide a request to the APC (ldentifying any required account
[imts)

- Attend DON required training including training on |ocal
procedures (Contact APC for internal training requirenents)

- Obtain a Letter of Delegation or Contracting Oficer’s warrant
(SF 1402) fromthe APC

b. Cardhol der Account Limts. Use of the purchase card at
(insert conmmand nane) is subject to a single purchase Iimt
normal ly $2,500, a nonthly cardholder limt and a nonthly office
l[imt. The purpose of these dollar limts is as foll ows;

(1) Single Purchase Limt. The single purchase Iimt is
alimtation on the purchase authority delegated to the purchase
cardhol der by the HA (or designee). This dollar I[imt cannot be
exceeded unl ess a revised del egation of authority is issued to
t he cardhol der raising his/her limt.

(2) Billing Cycle Purchase Limt. The billing cycle
cardholder Iimt is the spending imt assigned the purchase
cardhol der’ s cunul ative purchases in a billing cycle.

(3) Billing Cycle Ofice Limt. The nonthly billing
cycle office Iimt 1s the Iimt assigned the AO for the
cunmul ative totals of the purchase cardhol ders reporting to them

3. | nt ernal Processes

a. Purchase Request Process. (lInsert comrand nane)
cardhol ders shall ensure that sufficient funds are conmtted by
the financial manager and available to neet the requirenent of
t he purchase card action. (If there is additional |ocal command
policy insert the |ocal command policy here. As a m ninmumthe
| ocal command policy should provide AGCs/purchase cardhol ders
gui dance on how to obtain funding approval s.)

b. Screening. (lnsert command nane) purchase cardhol ders
are required to screen all requirenents fromthe statutory
sources of supply (e.g., JWOD)UNICOR). In addition, the
screeni ng nust be docunented on manual or automated | og.
(I'nsert any command specific screening requirenents in
appl i cabl e)

c. Solicitation and Award Procedures

(1) Solicitation Procedures. (Insert nane of command)
pur chase cardhol ders are authorized to use the purchase card
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ei ther over-the-counter, over-the-phone or via the internet (APC
can limt to one or authorize all). Quotations of price and
delivery for mssion requirenents shall be obtained from
contractors and docunented in the manual or automated | og. (See

sanpl e) .

(2) Award Procedures. (Insert name of command)
purchase cardhol ders shall only award purchase card orders to
responsi bl e contractors who offer fair and reasonabl e prices.

In addition, all purchase card awards shall be docunented on the
purchase cardhol ders | og (either manual or automated).

d. Receipt and Acceptance Procedures. (lInsert nanme of
command) purchase cardhol ders are responsible for verifying
recei pt of all transactions. Were the purchase cardholder is
bill ed but does not receive the supplies or services at the tinme
of the receipt of the official invoice, the cardhol der nust
fully certify the invoice with the anticipation that

confirmation of receipt will occur within the next billing
cycle. |If the supplies or services are not received within the
next billing cycle the cardhol der nust dispute the item using

est abl i shed di spute procedures. The cardhol der nmust al so
certify that the quantity and quality of the itens furnished are
in accordance with the agreenent with the vendor. The
cardhol der nust save all receipt docunentation in order to
properly reconcile the purchase card statenent at the end of the
billing cycle.

I f recei pt docunentation is not avail able, the cardhol der nust
contact the end user, central receiving departnment or other
person or persons responsible for receipt to obtain verification
that the supplies or services have been received. The purchase
card log or purchase file nust be docunented to indicate that
proper recei pt and acceptance has been acconplished. (Activity
should insert any specific | ocal receipt and acceptance gui dance
her e)

e. Mssing Docunentation. |If for some reason the
cardhol der does not have docunentation of the transaction to
send to the AO, he/she nust attach an explanation that includes
a description of the item the date purchased, the nerchants
name and why there is no supporting docunentation.

f. Reconciling Purchase Card Accounts

(1) Purchase Cardhol ders. (lnsert command nane) purchase
cardhol ders shall at the end of each billing cycle (the 21° of
the nonth for DON cardhol ders) reconcile the transactions
appearing on his/her nonthly statenents by verifying their
accuracy agai nst cardhol der records. The cardhol der shall review
all information on the nonthly statenent, verifying any changes,
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credits, outstanding disputes or refunds within five days of
receipt. |If the cardholder fails to review the nonthly
statenent, including annotating any discrepancies, disputing

i nproper charges, or signing and forwarding it to the AO or
designated alternate within the five day period, the AO or
designated alternate shall presune that all charges are proper
and certify the nonthly invoice for paynent. The cardholder is
ultimately responsi ble for purchase card transactions being
proper and for notifying the AO of any information he/she has
knowl edge of that inpacts on the propriety of certifying the
monthly invoice for paynent. |f transactions or credits are not
i ncluded on the current statenent the cardhol der nust retain the
appl i cabl e docunentation until the transactions or credit appears
and can be reconciled. The cardhol der nust then sign the
statenment and forward the package to his/her AO or alternate. |[f
the cardholder is unable to review their statenent in a tinely
manner, the AO or alternate or APC nmust review and certify the
cardhol der’s nonthly statenment. The cardhol der upon his return
must review the nonthly statenment and resol ve any di screpanci es
with the AO or APC

(2) AO (lInsert command nane) AGs unl ess ot herw se
specified shall be the certifying officer for his/her
cardhol ders nonthly invoice. The AOQcertifying officer is
responsi ble for ensuring that all purchases made by the
cardhol ders within his/her cognizance were appropriate and the
charges accurate. He/she nust resolve all questionable
purchases with the cardholder. |In the event an unauthorized
purchase is detected, the AO nust notify the APC and ot her
appropriate personnel with the command in accordance with the
command | OP.

After review, the AOw Il sign the cardholder’s nonthly
statenment of account and maintain the docunmentation in
accordance w th agency procedures.

In addition, the AOis also responsible for certifying the
monthly invoice resulting fromthe purchase/transacti ons of the
cardhol der’s wthin his/her account structure. The AO is
responsi ble for reviewing and certifying the nonthly purchase
card invoice wthin five days of receipt fromthe cardhol der
andforwarding it to the appropriate OPLOC or billing office. As
the certifying officer the AOis responsible for tinely
certification of the nonthly invoice. The AOis to presune that
all transactions on the nonthly statenent are proper unl ess
notified in witing by the purchase cardholder within five days
fromthe cardhol der’s recei pt of his/her nonthly statenent. The
presunption does not relieve the AO fromreview ng for blatant

i nproper purchase card transactions and taking the appropriate
action prior to certifying the invoice for paynent.
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4. Restrictions of the Use of the Purchase Card. (See
encl osure (1).

5. Unaut hori zed Uses of the Purchase Card

a. A cardhol der who makes unaut hori zed purchases or who
uses the card in an inappropriate manner may be liable to
(itnsert the command nane) for the total anount of the
unaut hori zed purchases made in connection with m suse or
negl i gence.

b. Unauthorized use of the card may al so i nclude the use of
the card by anyone ot her than the cardhol der identified on the
front of the purchase card.

6. Lost or Stolen Cards
a. Telephone Notification. |If a purchase card is |ost or

stolen the (insert name of command) cardhol der nust inmmediately
notify CitiBank at the foll om ng phone nunber.

Citi Bank Custoner Service - 800-790-7206
b. Witten Notification. |In addition, on the next working
day the cardhol der nmust notify the APC and his/her AGs. The
notification shall include the follow ng information;

- the card nunber;

- the cardhol der’s conpl ete nane;

- the date and |l ocation of the |oss;

- if stolen, date reported to police and the date and tine
Citibank was notified;

- any purchases nmade on the card the day the card was stol en;

- any other pertinent information.

7. Separation of Cardhol der

Upon separation from (insert comrmand nane), the cardhol der w |
notify his/her AO of the expected date of |eaving. |In addition,
prior to final signing out from (insert conmand nane) the
cardhol der will surrender their purchase cards to the APC. The
APC will notify G tiBank to have the account cancell ed.

8. Billing Errors and Di sputes

a. Cardholders should attenpt to resolve all discrepancies
or billing errors with the |Iocal nerchant first.

b. If a cardhol der receives a nonthly statenent that lists
a transaction for itens that have not been received he/she
shoul d do the foll ow ng;
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(1) Under Pay and Confirm procedures, pay the invoice in
full in anticipation that the supplies will be received within
the next billing cycle. If the supplies are not received, the
purchase cardholder will dispute the itemusing established
di spute procedures.

(2) If the charges are not authorized or itenms have not
been shi pped the purchase cardhol der nust dispute the charges.
Al'l charges nmust be disputed within 60 days of the receipt of
the invoice on which the charge first appeared.

c. Defective Itens. |If the itens purchased are defective
t he cardhol der should attenpt to obtain a replacenent or
correction of the itemfromthe nerchant as soon as possible.
I f the vendor refuses to replace or correct the defect or
replace the itemthe cardhol der nust put the itemin dispute.

9. Card Security. (Insert command nane) purchase cardhol ders
are responsible for the security of their purchase cards. The
card is printed wwth the name of the enpl oyee who is the

of ficial Governnment representative authorized to use the
purchase care. Only that person SHALL use the card.

It is the cardholder’s responsibility to safeguard the purchase
card and purchase card account nunber at all tinmes. The
cardhol der nmust not all ow anyone to use or gain access to his or
her card or account nunber.

10. Standards of Conduct/Ethics Training

a. Al (insert command nane) AGCs and purchase cardhol ders
will receive ethics and standards of conduct training in
accordance wth agency and conmand policy prior to assum ng
their duties with the (insert nane of command) purchase card
program

b. Al (insert command nane) AGCs and purchase cardhol ders
hold a public trust, their conduct nmust neet the highest ethical
standard. All (insert nane of command) cardhol ders shall only
use their purchase cards to obtain supplies and services that
are for official Governnent business.
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PROCEDURES FOR DEVELOPI NG AND SUBM TTI NG A BUSI NESS CASE
ANALYSI S (BCA) FOR EC/ EDI SOLUTI ONS AND WAl VERS FOR OPERATI ONAL
REQUI REMENTS

1. BCA Requirenents

a. Scope. In accordance with Chapter 1 of this
instruction, DON activities using EC/ED systenms that result in
a nore cost-effective paynent process than the purchase card are
required to devel op and submt a BCA for each system BCAs
shal | conpare the benefits and costs of the current system
versus the use of the purchase card as a paynent nethod. The
foll owi ng el ements nust be addressed.

(1) Description. A description of the current process
and how the process could work using the purchase card,

(2) Evaluation and Analysis. An evaluation and anal ysis
of current versus potential processes, including;

(a) Assunptions;
(b) Met hodol ogy;
(c) Results.

The anal ysis should | ook at not only the direct costs of the
process but also indirect costs/savings as it relates to the
DFAS, contracting and other departnents, etc. Saving noney at
t he expense of another departnent/agency does not create overal
Gover nment savings. Non-nonetary costs/benefits such as
security concerns, data capture, etc. should be included in the
anal ysi s.

(3) Conclusion and Recommendation. The conclusion and
recommendati on nmust include an executive |evel sunmary.

b. BCA Submttal/Approval Process. DON activities using a
el ectronic commerce/ el ectronic data i nterchange systens
resulting in a nore cost-effective process nust forward their
BCAs to Naval Supply Systens Command, c/o DON Purchase Card
Program O fice, Code 21C, P.O Box 2050, 5450 Carlisle Pike,
Mechani csburg, PA 17055-0891, for review and endorsenent prior
to the package being forwarded via the Director of DFAS to the
Deputy Secretary of Defense.

2. \Waiver Requirenents. DON activities nust request a waiver
for any operational requirenment that precludes ful
i npl enentation of the purchase card. Subm ttals must include a
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POC, tel ephone nunber, description of operational requirenent(s)
and a conplete assessnent of the inability to use the purchase
card. ALL waiver requests nust be forwarded to:

Naval Supply Systens Command, DON Purchase Card Program O fi ce,
Code 21C, P.O Box 2050, 5450 Carlisle Pike, Mechanicsburg, PA
17055-0791, for review and endorsenent prior to forwarding the
package via DOD Purchase Card Program Managenment O fice to the
Deputy Secretary of Defense.
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CHAPTER 2
Letters of Agreenent
1. Scope. This chapter provides contracting officers, agency
program coordi nators and purchase cardhol ders an innovative

approach to using the purchase card above the m cro-purchase
t hr eshol d.

2. Definitions

a. Comercial Itenms (Supplies). Any item other than rea
property, that is of a type customarily used for nongovernnent al
pur poses and that:

(1) Has been sold, |leased or |icensed to the general
public; or

(2) Has been offered for sale, |ease or license to the
general public.

(A full definition can be found at FAR 2.101)

b. Letters of Agreenent (LOAs). A streanlined procedure
for procuring commercial supplies between $2,500 and $25, 000,
based on using oral solicitations, placing oral orders and
paying for the oral orders using the purchase card. LQOAs shal
not be established for the procurenent of services.

3. Policy

a. Delegation of Contracting Authority. Activities w shing
to utilize this nmethod nust have an appropriate grant of
authority fromtheir cognizant HCA

b. Appoi ntnment of Cardhol ders. |ndividual cardholders
utilizing this method nust be appointed in witing as a
contracting officer on a SF 1402.

c. Training. Cardholders authorized to use this nethod
must conplete, as a mnimum the NAVSUP Sinplified Acquisition
Course or cogni zant HCA equi val ent course.

d. Establishing LOAs. Contracting officers should establish
LOAs on a SF 1449 or DD Form 1155. APCs are limted to
establishing LOAs using a letter format. A sanple of the letter
format and the provisions are provided at the end of this
chapter.

e. LOA Activities using this nethod nust establish LOAs
with smal T busi ness vendors providing comrercial supplies who

2-1



NAVSUPI NST 4200. 94
29 June 1999

agree to permt the use of the purchase card as a nethod of
paynment for oral orders. LOAs cannot be placed wth | arge

busi ness concerns. Vendors nust agree to bid on oral
solicitations and to accept the terns and conditions normally
associated with the procurenent of commercial itens. (Refer to
FAR Part 12). Oders shall be limted to supplies val ued

bet ween $2,500 and $25,000 and will not be confirmed in witing.
Cl auses applicable to the acquisition of conmmercial itens
provided in FAR Part 12 and shown at the end of this chapter,
shoul d be incorporated in all agreenents. A sanple of the
standard LOA is found at the end of this chapter

f. Odering. Cardholders authorized to place orders against
t hese agreenents shall follow the solicitation and award
procedures found in NAVSUPI NST 4200. 85( Seri es).

Car dhol ders nmust nmaintain records of oral price quotations to
reflect the propriety of placing orders to the vendor selected
at the prices paid.

g. Reporting. Contracting Oficers or APCs nust account for
each LOA established as a BPA on the DD Form 1057
Additionally, all oral orders against LOAs nmust be accounted for
on the DD Form 1057 as a BPA call.

h. Electronic Commerce. The HCA nust nmeke the required
determ nation regarding the inpracticality of processing
solicitations via Federal Acquisition Conputer Network or
alternative el ectronic conmerce net hodol ogi es when the
solicitation will be oral and the paynent is to be made under
t he LOA

i. LOAList. Alisting of contractors with whom an LQOA has
been established will be maintained by the contracting officer
or APC and provided to the cardhol ders authorized to use this
met hod. The listing nust be reviewed and updated on a routine
basis or as interested small businesses request LOAs and are
added to the list.
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LETTER OF AGREEMENT (NUMBER N00023-99-A-0001)
BETWEEN
NAME OF YOUR ACTIVITY AND VENDOR COMPANY NAME

Thi s agreenent authorizes representatives of ( ***** ENTER THE NAME OF YOUR ACTIVITY
HERE *****) to place oral orders, for commercial itens between $2,500 and $25, 000
utilizing the Governnentw de Commercial Purchase Card for paynent.

The undersi gned contractor hereby agrees that the follow ng clauses are incorporated and
made a part thereto of each purchase card transaction for supplies ($2,500 - $25, 000)
made on behal f of the US Government by an authorized purchase card hol der.

The undersigned agrees to fully conply with the provisions and cl auses identified bel ow.
(Full text follows.) The undersigned further agrees to conply with any new regul ati ons
whi ch may be pronul gated by the Federal Acquisition Regulation (FAR) or the Defense
Federal Acquisition Regulation (DFARS).

The undersi gned hereby acknow edges and accepts the terns and conditions as stated above
for each purchase card transaction and certifies that it is not presently debarred,
suspended, or declared ineligible for award of contracts by any federal agency. This
certification shall remain in force until rescinded by either party.

CLAUSE REFERENCE DATED TITLE

FAR 52.212-01 (AUG 1998) INSTRUCTIONS TO OFFERORS - COMMERCIAL ITEMS

FAR 52.212-03 (MAY 1999) OFFEROR RR.PRESENTATIONS AND CERTIFICATIONS -- COMMERCIAL ITEMS
FAR 52.212-04 (MAY 1999) CONTRACT TERMS AND CONDITIONS -- COMMERCIAL ITEMS

FAR 52.212-05 (MAY 1999) CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES

OR EXECUTIVE ORDERS -- COMMERCIAI- ITEMS
DFARS 252.212-7001 (JAN 1999) CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES OR
EXECUTIVE ORDERS APPLICABLI-- TO DEFENSE ACQUISITIONS OF COMMERCIAL ITEMS
Certifications contained to be completed and returned by the contractor

ACKNOWLEDGED AND ACCEPTED BY:

SIGNATURE OF AUTHORIZED COMPANY REPRESENTATIVE

DATE:

PRINTED NAME AND TIILE:

COMPANY NAME AND ADDRESS:

PHONE NUMBER:

ACCEPTED BY:

SIGNATURE OF ACTIVITY REPRESENTATIVE

DATE:
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FULL TEXT OF FAR/DFARS CLAUSES

CLAUSE REFERENCE DATED TITLE

FAR

52.212-01 (AUG 1998) INSTRUCTIONS TO OFFERORS - COMMERCIAL ITEMS

(@) Standard industrial classification (SIC) code and small business size standard. The SIC code and small business size standard for this acquis
appear in Block 10 of the solicitation cover sheet (SF 1449). However, the small business size standard for a concern which submits an offer in its
name, but which proposes to furnish an item which it did not itself manufacture, is 500 employees.

(b) Submission of offers. Submit signed and dated offers to the office specified in this solicitation at or before the exact time specified in this
solicitation. Offers may be submitted on the SF 1449, letterhead stationery, or as otherwise specified in the solicitation. As a minimum, offers
show - -

(1) The solicitation number;
(2) The time specified in the solicitation for receipt of offers;

(3) The name, address, and telephone number of the offeror;

(4) Atechnical description of the items being offered in sufficient detail to evaluate compliance with the requirements in the solicitation. This
include product literature, or other documents, if necessary;

(5) Terms of any express warranty;

(6) Price and any discount terms;

(7) “Remitto” address, if different than mailing address;

(8) A completed copy of the representations and certifications at FAR 52.212-3;
(9) Acknowledgment of Solicitation Amendments;

(10) Past performance information, when included as an evaluation factor, to include recent and relevant contracts for the same @ similar item
and other references (including contract numbers, points of contact with telephone numbers and other relevant information); and

(11) If the offer is not submitted on the SF 1449.include a statement specifying the extent of agreement with all terms, conditions, and provisic
included in the solicitation. Offers that fail to furnish required representations or information, or reject the terms and conditions of the
solicitation may be excluded from consideration.

(c) Period for acceptance of offers. The offeror agrees to hold the prices in its offer firm for 30 calendar days from the date specified for receipt of
offers, unless another time period is specified in an addendum to the solicitation.

(d) Product samples. When required by the solicitation, product samples shall be submitted at or prior to the time specified for receipt of offers.
Unless otherwise specified in this solicitation, these samples shall be submitted at no
expense to the Government, and returned at the sender’ s request and expense, unless they are destroyed during preaward testing.

(e) Multiple offers. Offerors are encouraged to submit multiple offers presenting alternative terms and conditions or commercial items for satisfyin
requirements of this solicitation. Each offer submitted will be evaluated separately.

(f) Late offers. Offers or modifications of offers received at the address specified for the receipt of offers after the exact time specified for receipt
offers will not be considered.

(g) Contract award (not applicable to Invitation for Bids). The Government intends to evaluate offers and award a contract without discussions wi
offerors. Therefore, the offeror’ s initial offer should contain the offeror’ s best terms from a price and technical standpoint. However, the
Government reserves the right to conduct discussions if later determined by the Contracting Officer tobe necessary. The Government may rej
any or all offers if such action is in the public interest; accept other than the lowest offer; and waive informalities and minor irregularities in offe
received.

(h) Multiple awards. The Government may accept any item or group of items of an offer, unless the offeror qualifies the offer by specific limitation
Unless otherwise provided in the Schedule, offers may not be submitted for quantities less than those specified. The Government reserves the rigt
make an award on any item for a quantity less than the quantity offered, at the unit prices offered, unless the offeror specifies otherwise in the offer.

(i) Availability of requirements documents cited in the solicitation.
(1) (1) The GSA Index of Federal Specifications, Standards and Commercial Item Descriptions, FPMR Part

101-29, and copies of specifications, standards, and commercial item descriptions cited in this solicitation
may be obtained for a fee by submitting a request to - -



LETTER OF AGREEMENT NUMBER: N00023-99-A-0001 PAGE: 3
CLAUSE REFERENCE DATED TITLE

FAR 52.212-01 (AUG 1998) (CONTINUE))
GSA Federal Supply Service Specifications Section
Suite 8100

470 East L' Enfant Plaza, SW
W ashington, DC 20407

Telephone (202) 619-8925
Facsimile (202) 619-8978.

(ii) If the General Services Administration, Department of Agriculture, or Department of Veterans Affairs issued this solicitation, a single
copy of specifications, standards, and commercial item descriptions cited in this solicitation may be obtained free of charge by
submitting a request to the addressee in paragraph (i)(1)(i) of this provision. Additional copies will be issued for a fee.

(2) The DoD Index of Specifications and Standards (DODISS) and documents listed in it may be obtained from the - -

Department of Defense Single Stock Point (DODSSP)
Building 4, Section D

700 Robbins Avenue

Philadelphia, PA 19111-5094

Telephone (215) 697-2667/2179

Facsimile (215) 697-1462.

(i) Automatic distribution may be obtained on a subscription basis.

(i) Order forms, pricing information, and customer support information may be obtained—

(A) By telephone at (215) 697-2667/2179; or

(B) Through the DODSSP Internet site at http://www.dodssp.daps.mil.

(3) Nongovernment (voluntary) standards must be obtained from the organization responsible for their preparation, pultication, or
maintenance.

() Data Universal Numbering System (DUNS) Number. (Applies to offers exceeding $25,000.) The offeror shall enter, in the block with its name
and address on the cover page of its offer, the annotation “ DUNS” followed by the DUNS number that identifies the offeror’ s name and address. If
the offeror does not have a DUNS number, it should contact Dun and Bradstreet to obtain one at no charge. An offeror within the United States
may call 1-800-333-050S. The offeror may

obtain more information regarding the DUNS number, including locations of local Dun and Bradstreet Information Services

offices for offerors located outside the United States, from the Internet home page athttp://www.dnb.com/. If an offeror is unable to locate a local
service center, it may send an e-mail to Dun and Bradstreet at globalinfo@mail.dnb.com.

FAR 52.212-03 (MAY 1999) OFFEROR REPRESENTATIONS AND CERTIFICATIONS—€OMMERCIAL ITEMS

(@) Definitions. As used in this provision:

“ Emerging small business” means a small business concern whose size is no greater than 50 percent of the numerical size standard for the
standard industrial classification code designated.

Small business concern” means a concern, including its affiliates, that is independently owned and operated, not dominant in the field of
operation in which it is bidding on Government contracts, and qualified as a small business under the criteria in 13 CFR Part 121 and size
standards in this solicitation.

W omen-owned small business concern” means a small business concern—

(1) Whichis at least 51 percent owned by one or more women or, in the case of any publicly owned business. at least 51 percent of the
stock of which is owned by one or more women; and

(2) Whose management and daily business operationsare controlled by one or more women.

"Women-owned business concern” means a concern which is at least 51 percent owned by one or more women; or in the
case of any publicly owned business, at least 51 percent of the [its stock] is owned by one or more women; and whose management and daily
business operations are controlled by one or more women.

(b) Taxpayer identification number (TIN) (26 U.S.C. 6109, 31 U.S.C. 7701). (Not applicable if the offeror is required to provide this information to a
central contractor registration database to be eligible for award.)

(1) All offerors must submit the information required in paragraphs (b)(3) through (b)(5) of this provision to omply with debt collection
requirements of 31 U.S.C. 7701© and 3325(d), reporting requirements of 26 U.S.C. 6041. 6041A, and 6050M, and implementing
regulations issued by the Internal Revenue Service (IRS).

(2) The TIN may be used by the government to collect and report on any delinquent amounts arising out of the
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CLAUSE REFERENCE DATED TITLE

FAR 52.212-03 (MAY 1999) (CONTINUED)

offeror’ s relationship with the Government (31 U.S.C. 7701©(3)). If the resulting contract is subject to the payment reporting
requirements described in FAR 4.904, the TIN provided hereunder may be matched with IRS records to verify the accuracy of the
offeror’ s TIN.

(3)Taxpayer Identification Number (TIN).

TIN:

TIN has been applied for.

TIN is not required because:

Offeror is a nonresident alien, foreign corporation, or foreign partnership that does not have income effectively connected with the
conduct of a trade or business in the United States and does not have an office or place of business or a fiscal paying agent in the
United States;

Offeror is an agency or instrumentality of a foreign government;

Offeror is an agency or instrumentality of the Federal Government;

(4) Type of organization.

®)

Sole proprietorship;

Partnership;

Corporate entity (not tax-exempt);
Corporate entity (tax-exempt);

Government entity (Federal, State, or local);
Foreign government;

International organization per 26 CFR 1.6049-4;

___ Other

Common parent.

Offeror is not owned or controlled by a common parent:
Name and TIN of common parent:

Name

TIN

(c) Offerors must complete the following representations when the resulting contract is to be performed inside the United States, its territories or
possessions, Puerto Rico, the Trust Territory of the Pacific Islands, or the District of Columbia. Check all that apply.

@
@

©)

Small business concern. The offeror represents as part of its offer that it - is, - is not a small business concern.

Small disadvantaged business concern. (Complete only if the offeror represented itself as asmall business concern in paragraph ©(1) of
this provision.] The offerorrepresents|, for general statistical pruposes, thatit___ is, ___is not, a small disadvantaged business
concern as defined in 13 CFR 124.1002.

W omen-owned small business concern. [[Complete only if the offeror represented itself as a small business concern in paragraph ©(1) of
this provision.]) The offeror represents that it - is, - is not a women-owned small business concern.

Note: Complete paragraphs ©(4)and ©(5) only if this solicitation is expected to exceed the simplified acquisition threshold.

4

®)

W omen-owned business concern [(other than small business concern). [Complete only if the offeror is a women-owned businessconcern
and did not represent itself as a small business concern in paragraph ©(1) of this provision.]]. The offeror represents that it - is, - is not, a
women-owned business concern.

Tie bid priority for labor surplus area concerns. If this is an invitation for bid, small business offerors may idenfy the labor surplus areas
in which costs to be incurred on account of manufacturing or production (by
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offeror or first-tier subcontractors) amount to more than 50 percent of the contract price:

(6) Small Business Size for the Small Business Competitiveness Demonstration Program and for the Targeted
Industry Categories under the Small Business Competitiveness Demonstration Program. [Complete only if the offeror has
represented itself to be a small business concern under the size standards for this solicitation.

@

(ii)

(Complete only for solicitations indicated in an addendum as being set-asde for emerging small businesses
in one of the four designated industry groups (DIGs).) The offeror represents as part of its offerthat it is,
is not an emerging small business.

Complete only for solicitations indicated in an addendum as being for one of the targeted industry
categories (TICS) or four designated industry groups (DIGs).) Offeror represents as follows:

(A) Offeror’ s number of employees for the past 12 months (check the Employees column if size standard stated in the
solicitation is expressed in terms of number of employees); or

(B) Offeror’ s average annual gross revenue for the last 3 fiscal years (check the Average Annual Gross Number of Revenues
column if size standard stated in the solicitation is expressed in terms of annual
receipts).

(Check one of the following):

Number of Employees Average Annual Gross Revenues
__ 50o0rfewer __ $1 million or less
51-100 __ $1,000,001-$2 million
101-250 __ $2,000,001-$3.li million
251-500 __ $3,500,001-$5 million
__ 501-750 ___ $5,000,001-$10 million
___ 751-1,000 __ $10,000,001-$17 million
Over 1,000 Over $17 million

(7) (Complete only if the solicitation contains the clause at FAR 52.219-23, Notice of PriceEvaluation Adjustment for Small
Disadvantaged Business Concerns, or FAR 52.219-25, Small Disadvantaged Business Participation Program-Disadvantaged Status and
Reporting, and the offeror desires a benefit based on its disadvantaged status.)

@

(ii)

General. The offeror represents that either-

(A) It___ is, ___ isnot certified by the Small Business Administration as a small disadvantaged business
concern and is listed, on the date of this representation, on the register of small disadvantaged business concerns
maintained by the Small Business Administration, and that no material change in disadvantaged ownership and control
has occurred since its certification, and, where the concern is owned by one or more individuals claiming disadvantaged
status, the net worth of each individual upon whom the certification is based does not exceed $750,000 after taking into
account the applicable exclusions set forth at 13 CFR 124.104(c)(2); or

(B) It___ is, ___ has not submitted a completed application to the SmallBusiness Administration or a
Private Certifier to be certified as a small disadvantaged business concern in accordance with 13 CFR 124, Subpart B,
and a decision on that application is pending, and that no material change in disadvantaged ownership and control has
occurred since its application was submitted.

Joint Ventures under the Price Evaluation Adjustment for Small Disadvantaged Business Concerns. The offeror represents, as
part of its offer, that it is a joint venture that complies with the requirements in13 CFR 124.1002(f) and that the representation in
paragraph ©(7)(i) of this provision is accurate for the small disadvantaged business concern that is participating in the joint

venture. (The offeror shall enter the name of the small disadvantaged business concern that is participating in the joint venture:

(d) Representations required to implement provisions of Executive Order 11246 --

(1) Previous contracts and compliance. The offeror represents that --

@

(ii)

It has, has not, participated in a previous contract or subcontract subject either to the Equal Opportunity clause of this
solicitation; and

It has, has not, filed all required compliance reports.

(2) Affirmative Action Compliance. The offeror represents that —

(i) It-has developed and has on file, - has not developed and does not have on file, at each
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establishment, affirmative action programs required by rules and regulations of the Secretary of Labor
(41 CFR parts 60-1 and 60-2), or

(i) It has not previously had contracts subject to the written affirmative action programs requirement
of the rules and regulations of the Secretary of Labor.

(e) Certification Regarding Payments to Influence Federal Transactions (31 U.S.C.1352). (Applies only if the contract is expected to exceed
$100,000.) By submission of its offer, the offeror certifies to the best of its knowledge and belief that no Federal appropriated funds have been
paid or will be paid to any person for influencing or attempting toinfluence an officer or employee of any agency, a Member of Congress, an
officer or employee of Congress or an employee of a Member of Congress on his or her behalf in connection with the award of any resultant
contract.

(f) Buy American Act -- Trade Agreements -- Balance of Payments Program Certificate. (Applies only if FAR clause
52.225-9, Buy American Act -- Trade Agreement -- Balance of Payments Program, is included in this solicitation.)

(1) The offeror hereby certifies that each end product, except those listed in paragraph (f)(2) of this provision, is a domestic end product
(as defined in the clause entitled “ Buy American Act - - Trade Agreements -- Balance ofPayments Program” ) and that components
of unknown origin have been considered to have been mined, produced, ormanufactured outside the United States, a designated
country, a North American Free Trade Agreement (NAFTA) country, or a Caribbean Basin country, as defined in section 25.401 of
the Federal Acquisition Regulation.

(2) Excluded End Products:
LINE ITEM NO. COUNTRY OF ORIGIN

(3) Offers will be evaluated by giving certain preferences to domestic end products, designated country end products, NAFTA country
end products, and Caribbean Basin country end products over other end products. In order to obtain these preferences in the evaluation of
each excluded end product listed in paragraph (f)(2) of this provision, offerors must identify and certify below those excluded end products that
are designated or NAFTA country end products, or Caribbean Basin country end products. Products that are not identified and certified below
will not be deemed designated country end products, NAFTA country end products, or Caribbean Basin country end products. Offerors must
certify by inserting the applicable line item numbers in the following:

(i) The offeror certifies that the following supplies qualify as “ designated or NAFTA country end products” as those terms argefined
in the clause entitled “ Buy American Act—¥rade Agreements—Balance of Payments Program” :

(Insert line item numbers)

(ii) The offeror certifies that the following supplies qualify as “ Caribbean Basin country end products” as that term is defined the
clause entitled “ Buy American Act—Frade Agreements—Balance of Payments Program” :

(Insert line item numbers)
(4) Offers will be evaluated in accordance with FAR Part 25.

(g) (1) Buy American Act - - North American Free Trade Agreement Implementation Act - - Balance of Payments Program.

(Applies only if FAR clause 52.225-21, Buy American Act - - North American Free Trade Agreement Implementation
Act - - Balance of Payments Program, is included in this solicitation.)

(i) The offeror certifies that each end product being offered, except those listed in paragraph (g)(1)(ii)
of this provision, is a domestic end product (as defined in the clause entitled “ Buy American Act - - North
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American Free Trade Agreement Implementation Act—Balance of Payments Program.” and that components of
unknown origin have been considered to have been mined, produced, or manufactured outside the United States.

(i) Excluded End Products:
LINE ITEM NO. COUNTRY OF ORIGIN

(i) Offers will be evaluated by giving certain preferences to domestic end products or NAFTA country end products over other end
products. In order to obtain these preferences in the evaluation of each excluded end product listed in paragraph (g)(1)(ii) of this
provision, offerors must identify and certify below those excluded end products that are NAFTA country end products. Products that are
not identified and certified below will not be deemed NAFTA country end products. The offeror certifies that the following supplies qualify
as “NAFTA country end products" as that term is defined in the clause entitled “ Buy American Act - - North American Free Trade
Agreement Implementation Act - - Balance of Payments Program” :

(Insert line item numbers)

(iv) Offers will be evaluated in accordance with Part 25 of the Federal Acquisition Regulation- In addition, if this solicitation is for supplies

for use outside the United States, an evaluation factor of 50 percent will be applied to offers of end products that are not domestic or
NAFTA country end products.

(2) Alternate 1. If Alternate | to the clause at 52.225-21 is included in this solicitation, substitute the following paragraph (g)(1)(iii) for paragraph
(9)(1)(iii) of this provision:

(9) (1) (i) Offers will be evaluated by giving certain preferences to domestic end products or Canadian end
products over other end products. In order to obtain these preferences in the evaluation of each
excluded end product listed in paragraph (b) of this provision, offerors must identify and certify
below those excluded end products that are Canadian end products. Products that are not identified
and certified below will not be deemed Canadian end products.

The offeror certifies that the following supplies qualify as “ Canadian end products” as that term is
defined in the clause entitled “ Buy American Act—North American Free Trade Agreement
Implementation Act—Balance of Payments Program”:

[Insert line item numbers]

(h) Certification Regarding Debarment, Suspension or Ineligibility for Award (Executive Order 12549). The offeror certifies, to the best of its
knowledge and belief, that—

(1) The offeror and/or any of its principals - are, - are not presently debarred, suspended, proposed for debarment, or declared ineligible
for the award of contracts by any Federal agency, and

(2) ___ Have, ___ have not, within a three-year period preceding this offer, been convicted of or had a civil judgment rendered against
them for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a Federal, state
or local government contract or subcontract; violation of Federal or state antitrust statutes relating to the submission of offers; or
commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or

receiving stolen property; and - are, - are not presently indicted for, or otherwise criminally or civilly charged by a Government entity
with, commission of any of these offenses.

*** ADDITIONAL PROVISION: ***

DFARS 252-225-7000 BUY AMERICAN ACT - BALANCE OF PAYMENTS PROGRAM CERTIFICATE (DEC 1991)
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(a) Definitions: “ Domestic end product” , “ qualifying country” , “ qualifying end product” , and “ nonqualifying end product”
have the meanings given in the Buy American Act and Balance of Payments Program clause of this solicitation.

(b) Evaluation: Offers will be evaluated by giving preference to domestic end products and qualifying end products over
nonqualifying country end products.

(c) Certifications:
(1) The offeror certifies that - -

(i) Each end product, except those listed in paragraphs ©(2) or (3) of this claus, is a domestic end
product; and

(i) Components of unknown origin are considered to have been mined, produced or manufactured outside the
United States or a qualifying country.

(2) The offeror certifies that the following end products are qualifyingend products:
Qualifying Country End Products (List only qualifying country end products.)

Line Item Number Country of origin

Nonqualifying Country End Products

Line Item Number Country of origin (If known)

*** END OF ADDITIONAL PROVISION ***

FAR S2.212-04 (MAY 1999) CONTRACT TERMS AND CONDITIONS - - COMMERCIAL ITEMS
(a) Inspection/Acceptance. The Contractor shall only tender for acceptance those items that conform to the requirements
of this contract. The Government reserves the right to inspect or test any supplies or services that have been tendered
for acceptance. The Government may require repair or replacement of nonconforming supplies or reperformance of
nonconforming services at no increase in contract price. The Government must exercise its post-acceptance rights—

(1) Within a reasonable time after the defect was discovered or should have been discovered; and

(2) Before any substantial change occurs in the condition of the item, unless the change is due to the defect in the
item.

(b) Assignment. The Contractor or its assignee’ s rights to be paid amounts due as a result of performance of this
contract, may be assigned to a bank, trust company, or other financing institution, including any Federal lending agency
in accordance with the Assignment of Claims Act (31 U.S.C.3727).

(c) Changes. Changes in the terms and conditions of this contract may be made only by written agreement of the parties.

(d) Disputes. This contract is subject to the Contract Disputes Act of 1978, as amended (41 U.S.C.601-613). Failure of
the parties to this contract to reach agreement on any request for equitable adjustment, claim, appeal or action arising
under or relating to this contract shall be a dispute to be resolved in accordance with the clause at FAR 52.233-1,
Disputes, which is incorporated herein by reference. The Contractor shall proceed diligently with performance of this
contract, pending final resolution of any dispute arising under the contract.

(e) Definitions. The clause at FAR 52.202-1, Definitions, is incorporated herein by reference.

(f) Excusable delays. The Contractor shall be liable for default unless nonperformance is caused by an occurrence beyond
the reasonable control of the Contractor and without its fault or negligence such as, acts of God or the public enemy,

acts of the Government in either its sovereign or contractual capacity, fires, floods, epidemics, quarantine

restrictions, strikes, unusually severe weather, and delays of common carriers. The Contractor shall notify the

Contracting Officer in writing as soon as it is reasonably possible after the commencement of any excusable delay,

setting forth the full particulars in connection therewith, shall remedy such occurrence with all reasonable dispatch,

and shall promptly give written notice to the Contracting Officer of the cessation of such occurrence,

(g) Invoice. The Contractor shall submit an original invoice and three copies (or electronic invoice, if authorized,) to
the address designated in the contract to receive invoices. An invoice must include
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(1) Name and address of the Contractor;

(2) Invoice date;
(3) Contract number, contract line item number and, if applicable, the order number;
(4) Description, quantity, unit of measure, unit price and extended price of the items delivered;

(5) Shipping number and date of shipment including the bill of lading number and weight of shipment if shipped on
Government bill of lading;

(6) Terms of any prompt payment discount offered;
(7) Name and address of official to whom payment is to be sent; and
(8) Name, title, and phone number of person to be notified in event of defective invoice.

Invoices will be handled in accordance with the Prompt Payment Act (31 U.S.C.3903) and Office of Management and Budget (OMB)
Circular A-125, Prompt Payment. Contractors are encouraged to assign an identification number to each invoice.

(h) Patent indemnity. The Contractor shall indemnify the Government and its officers, employees and agents against liability, including costs,
for actual or alleged direct or contributory infringement of, or inducement toinfringe, any United States or foreign patent.trademark or
copyright, arising out of the performance of this contract, provided the Contractor is reasonably notified of such claims and proceedings.

(i) Payment. Payment shall be made for items accepted by the Government that have been delivered to the deliverydestinations set forth in
this contract. The Government will make payment in accordance with the Prompt Payment Act (31U.S.C.3903) and Office of Management
and Budget (OMB) Circular A-12S, Prompt Payment. (If the Government makes payment by Electronic Funds Transfer (EFT), see 52.212-5(b)
for the appropriate EFT clause,] In connection with any discount offered for early payment, time shall be computed from the date of the
invoice. For the purpose of computing the discount earned, payment shall be considered to have been made on the date which appears on
the payment check or the specified payment date if an electronic funds transfer payment is made.

(j) Risk of loss. Unless the contract specifically provides otherwise, risk of loss or damage to the supplies provided under this contract shall
remain with the Contractor until, and shall pass to the Government upon:

(1) Delivery of the supplies to a carrier, if transportation is f.0.b. origin; or
(2) Delivery of the supplies to the Government at the destination specified in the contract, if transportation is f.0.b. destination.
(k) Taxes. The contract price includes all applicable Federal, State, and local taxes and duties.

(I) Termination for the Government’ s convenience. The Government reserves the right to terminate thigontract, or any part hereof. for its

sole convenience. In the event of such termination, the Contractor shall immediately stop all work hereunder and shall immediately cause any
and all of its suppliers and subcontractors to cease work. Subject to the terms of this contract, the Contractor shall be paid a percentage of

the contract price reflecting the percentage of the work performed prior to the notice of termination, plus reasonable charges the Contractor
can demonstrate to the satisfaction of the Government using its standard record keeping system, have resulted from the termination. The
Contractor shall not be required to comply with the cost accounting standards or contract cost principles for this purpose. This paragraph does
not give the Government any right to audit the Contractor’ s records. The Contractor shall not be paid for any work performed or costs incurred
which reasonably could have been avoided.

(m) Termination for cause. The Government may terminate this contract, or any part hereof, for cause in the event of any default by the
Contractor, or if the Contractor fails to comply with any contract terms and conditions, or fails to provide the Government, upon request, with
adequate assurances of future performance. In the event of termination for cause, the Government shall not be liable to the Contractor for any
amount for supplies or services not accepted, and the Contractor shall be liable to the Government for any and all rights and remedies
provided by law. If it is determined that the Government improperly terminated this contract for default, such termination shall be deemed a
termination for convenience.

(n) Title. Unless specified elsewhere in this contract, title to items furnished under this contract shall pass to the Government upon
acceptance, regardless of when or where the Government takes physical possession.

(o) Warranty. The Contractor warrants and implies that the items delivered hereunder are merchantable and fit for use for the particular
purpose described in this contract.

(p) Limitation of liability. Except as otherwise provided by an express or implied warranty.the Contractor will not be liable to the Government
for consequential damages resulting from any defect or deficiencies in accepted items.

(q) Other compliance's. The Contractor shall comply with all applicable Federal, State and local laws, executive orders,
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rules and regulations applicable to its performance under this contract.

() Compliance with laws unique to Government contracts. The Contractor agrees to comply with 31 U.S.C. 1352 relating to
limitations on the use of appropriated funds to influence certain Federal contracts; 18 U.S.C. 431 relating to officials

not to benefit; 40 U.S.C.327, et seq., Contract Work Hours and Safety Standards Act; 41 U.S.C. 51-58, Anti-Kickback Act

of 1986; 41 U.S.C. 265 and 10 U.S.C. 2409 relating to whistleblower protections; 49 U.S.C. 40118, Fly American; and 41
U.S.C. 423 relating to procurement integrity.

(s) Order of precedence. Any inconsistencies in this solicitation or contract shall be resolved by giving precedence in
the following order:

(1) The schedule of supplies/services.

(2) The Assignments, Disputes, Payments, Invoice, Other Compliance's, and Compliance with Laws Unique to Government
Contracts paragraphs of this clause.

(3) The clause at 52.212-5.
(4) Addenda to this solicitation or contract, including any license agreements for computer software.
(5) Solicitation provisions if this is a solicitation.
(6) Other paragraphs of this clause.
(7) The Standard Form 1449.
(8) Other documents, exhibits, and attachments-
(9) The specification.
ADDENDA TO FAR 52-212-04
Payment shall be made using the Governmentwide commercial purchase card.
*** END OF ADDENDA TO FAR 52-212-04 ***

FAR 52.212-05 (MAY 1999) CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES OR EXECUTIVE ORDERS
COMMERCIAL ITEMS

(a) The Contractor agrees to comply with the following FAR clauses, which are incorporated in this contract by
reference, to implement provisions of law or executive orders applicable to acquisitions of commercial items:

(1) 52.222-3, Convict Labor (E.0.11755); and (2) 52.233-3, Protest after Award (31 U.S.C 3553).

(b) The Contractor agrees to comply with the FAR clauses in this paragraph (b) which the contracting officer has indicated as being
incorporated in this contract by reference to implement provisions of law or executive orders applicable to acquisitions of commercial items or
components:

(Contracting Officer shall check as appropriate.)
_ (1) 52.203-6, Restrictions on Subcontractor Sales to the Government, with Alternate 1 (41 U.S.C.253g and 10 U.S.C.2402).
__ (2) 52.219-3, Notice of HUBZone Small Business Set-Aside (Jan 1999).

_ (3) 52.219-4, Notice of Price Evaluation Preference forHUBZone Small Business Concerns (Jan 1999)
(if the offeror elects to waive the preference, it shall so indicate in its offer).

)]

(i) 52.219-5, Very Small Business Set-Aside (pub. L. 103-403, section 304, small Business Reauthorization and Amendments Act of
1994).

__ (i) Alternate | to 52.219-5.

__(iii) Alternate 11 to 52.219-5.]
___(5) 52.219-8, Utilization of Small Business Concerns (15 U.S.C. 637 (d)(2) and (3)).
__ (6) 52.219-9, Small Business Subcontracting Plan (15 U.S.C. 637 (d)(4))\

_ (7) 52.219-14, Limitations on Subcontracting (15U.S.C.637(a)(14)).
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__ (8) (i) 52.219-23, Notice of Price Evaluation Adjustment for Small Disadvantaged Business Concerns (Pub.
L. 103-355, section 7102, and 10 U.S.C. 2323) (if the offeror elects to waive the adjustment, it shall so
indicate in its offer).

(ii) Alternate | of 52.219-23.

_(9) 52.219-25, small Disadvantaged Business Participation Program-Disadvantaged Status and Reporting (Pub. L. 103-355section
7102, and 10 U.S.C. 2323).

__ (10) 52.219-26, Small Disadvantaged Business Participation Program-Incentive Subcontracting (Pub. L.103355, section 7102, and 10
U.S.C. 2323.

_ (11) 52.222-21, Prohibition of Segregated Facilities (Feb 1999).

XXX (12) 52.222-26, Equal Opportunity (E.0.11246).

XXX (13) 52.222-35, Affirmative Action for Disabled Veterans and Veterans of the Vietnam Era (38 U.S.C.4212).

XXX (14) 52.222-36, Affirmative Action for Workers with Disabilities (29 U.S.C.793).

XXX (15) 52.222-37, Employment Reports on Disabled Veterans and Veterans of the Vietnam Era (38 U.S.C.4212).
(16) 52.225-3, Buy American Act Supplies (41 U.S.C.10).

(17) 52.225-9, Buy American Act Trade Agreements Act—Balance of Payments Program (41 U.S.C.10, 19
U.S.C.2501-2582).

__ (18) [Reserved]

__ (19) 52.225-18, European Union Sanction for End Products (E.0,12849).
__ (20) 52.225-19, European Union Sanction for Services (E.0.12849).
(21

(i) 52.225-21, Buy American Act—North American Free Trade Agreement Implementation Act—Balance
of Payments Program (41 LJ.S.C. 10, Pub.L.103-187).

__ (i) Alternate | of 52.225-21.
__ (22) 52.232-33, Payment by Electronic Funds Transfer-Central Contractor Registration (31 U.S.C. 3332).

__ (23) 52.232-4, Payment by Electronic Funds Transfer-Other Than Central Contractor Registration (31 U.S.C. 3332).

XXX (24) 52.232-36, Payment by Third Party (31 U.S.C. 3332).]
__ (25) 52.239-1, Privacy or Security Safeguards (5 U.S-C-552a).
__ (26) 52.247-64, Preference for Privately Owned U.S.-Flag Commercial Vessels (46 U.S.C.1241).
(c) The Contractor agrees to comply with the FAR clauses in this paragraph ©, applicable to commercial services, which

the Contracting Officer has indicated as being incorporated in this contract by reference to implement provisions of law or executive orders
applicable to acquisitions of commercial items or components:

(Contracting Officer check as appropriate.)

(1) 52.222-41, Service Contract Act of 1965, As Amended (41 U.S.C.351, et seq.).
_ (20 52.222-42, statement of Equivalent Rates for Federal Hires (29 U.S.C.206 and 41 U.S.C.351, et seq.).

_ (3) 52.222-43, Fair Labor Standards Act and Service Contract Act—Price Adjustment (Multiple Year and Option
Contracts) (29 U.S.C.206 and 41 U.S.C.351, et seq.).

___ (4 52.222-44, Fair Labor Standards Act and Service Contract Act—Price Adjustment (29 U.S.C.206 and 41
U.S.C.351, et seq.).

_(5)  52.222-47, SCA Minimum Wag(n and Fringe Benefits Applicable to Successor Contract Pursuant to Predecessor
Contractor Collective Bargiaining Agreement (CBA) (41 U.S.C.351, et seq.).

(.d) Comptroller General Examination of Record. The Contractor agrees to comply with the provisions of this paragraph (d)
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if this contract was awarded using other than sealed bid, is in excess of the simplified acquisition threshold, and does
not contain the clause at 52.215-2, Audit and Records—Negotiation.

(1) The Comptroller General of the United States, or an authorized representative of the Comptroller General, shall have access to and
right to examine any of the Contractor’ s directly pertinent records involving transactions related to this contract.

(2) The Contractor shall make available at its offices at all reasonable times the records, materials, and other evidence for examination,
audit, or reproduction, until 3 years after final payment under this contract or for any shorter period specified in FAR Subpart 4.7,
Contractor Records Retention, of the other clauses of this contract. If this contract is completely or partially terminated, the records
relating to the work terminated shall be made available for 3 years after any resulting final termination settlement. Records relating
to appeals under the disputes clause or to litigation or the settlement of claims arising under or relating to this contract shall be
made available until such appeals, litigation, or claims are finally resolved.

(3) As used in this clause, records include books, documents, acaunting procedures and practices, and other data, regardless of type
and regardless of form. This does not require the Contractor to create or maintain any record that the Contractor does not maintain
in the ordinary course of business or pursuant to a provision of law.

(e) Not with standing the requirements of the clauses in paragraphs (a), (b), (c) or (d) of this clause, the Contractor is not required to include
any FAR clause, other than those listed below (and as may be required by an addenda to this paragraph to establish the reasonableness of
prices under Part 15), in a subcontract for commercial items or commercial components - -

(1) 52.222-26, Equal Opportunity (E.O0.11246);
(2) 52.222-35, Affirmative Action for Disabled Veterans and Veterans of the Vietnam Era (38 U.S.C.4212);
(3) 52.222-36, Affirmative Action for Workers with Disabilities (29 U.S.C.793); and

(4) 52.247-64, Preference for Privately-Owned U.S.- Flag Commercial Vessels (46 U.S.C.1241) (flow down not required
for subcontracts awarded beginning May 1, 1996).

*** ADDITIONAL CLAUSES: **

FAR 52.219-06 NOTICE OF TOTAL SMALL BUSINESS SET-ASIDE (JUL 1996)

FAR 52.222-20 WALSH-HEALEY PUBLIC CONTRACTS ACT (DEC 1996)

FAR 52.223-03 HAZARDOUS MATERIAL IDENTIFICATION AND MATERIAL SAFETY DATA (JAN 1997)
FAR 52.225-11 RESTRICTIONS ON CERTAIN FOREIGN PURCHASES (AUG 1998)

FAR 52.232-36 PAYMENT BY THIRD PARTY (MAY 1999)

*** END OF ADDITIONAL CLAUSES ***

DFARS 252.212-7001 (JAN 1999) CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES OR EXECUTIVE
ORDERS APPLICABLE TO DEFENSE ACQUISITIONS OF COMMERCIAL ITEMS
(a) The Contractor agreesto comply with the Defense Federal Acquisition Regulation Supplement (DFARS) clause
252.247-7023, Transportation of Supplies by Sea, which is included in this contract by reference to implement 10 U.S.C.
2631.

(b) The Contractor agreesto comply with any clause that is checked on the following list of DFARS clauses which, if
checked, is included in this  contract by reference to implement provisions of law or Executive Orders applicable to
acquisitions of commercial items or components.

XXX 252.225-7001 Buy American Act and 13alance of Payments Program (41 U.S.C. I0a-10d, E.O. 10582).
252.225-7007 Buy American Act -Trade Agreements - - Balance of Payments Program

(__Alternate 1) (41 U.S.C. 10a - 10d. 19 U.S.C. 2501-2518, and 19 U.S.C. 3301 note).

252.225-7012 Preference for Certain Domestic Commodities.

252.225-7014 Preference for Domestic Specialty Metals (10 U.S.C. 2241 note).

252.225-7015 Preference for Domestic Hand or Measuring Tools (10 U.S.C. 2241 note).

252.225-7021 Trade Agreements

(___Alternate 1) (19 U.S.C. 2501-2@518 and 19 U.S.C. 3301 note).

252.225-7027 Restriction on Contingent Fees for Foreign Military Sales (22 U.S.C. 2779).
252.225-7028 Exclusionary Policies and Practices of Foreign Governments (22 U.S.C. 2755).
252.225-7029 Restriction on Acquisition of Air Circuit Breakers (10 U.S.C. 2534(a)(3)).

252-225-7036 Buy American Act - North American Free Trade Agreement Implementation Act - - Balance of Payments Program
(___Alternate 1) (41 U.S.C. 10a - 10d and 19 U.S.C. 3301 note).

252.227-7015 Technical Data--Come@r-cial Items (10 U.S.C. 2320).

252.227-7037 Validation of Restrictive Markings on Technical Data (10 U.S.C. 2321).

2S2.243-7002 Certification of Requests for Equitable Adjustment (10 U.S.C. 2410).

252.247-7024 Notification of Transportation of Supplies by Sea (10 U.S.C. 2631).
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DFARS 252.212-7001 (JAN 1999) (CONTINUED)

(c) In addition to the clauses listed in paragraph (e) of the Contract Terms and Conditions Required to Implement Statutes or Executive Orders—
Commercial Items clause of this contract, the Contractor shall include the terms of the following clause, if applicable, in subcontracts for commercial
items or commercial components, awarded at any tier under this contract:

DFARS 252.225-7014 Preference for Domestic Specialty Metals, Alternate | (10 U.S.C. 2241 note).
*** ADDITIONAL CLAUSES ***

DFARS 252.223-7001 HAZARD WARNING LABELS (DEC 1991)

DFARS 252.225-7002 QUALIFYING COUNTRY SOURCES AS SUBCONTRACTORS (DEC 1991)

DFARS 252.225-7009 DUTY - FREE ENTRY - QUALIFYING COUNTRY SUPPLIES (END PRODUCTS AND COMPONENTS (MAR 1998)
DFARS 252.225-7016 RESTRICTION ON ACQUISITION OF BALL AND ROLLER BEARINGS (AUG 1998)

DFARS 252.225-7025 RESTRICTION ON ACQUISITION OF FORGINGS (JUN 1997)

*** END OF ADDITIONAL CLAUSES ***



NAVSUPI NST 4200. 94
29 June 1999

CHAPTER 3
ACCOMMODATI ON CHECKS

1. Scope. This chapter provides guidance on the establishnent
and use of accommpbdati on check accounts.

2. Definitions

a. Accommodation Checks. An alternative to cash, third
party drafts and U. S. Treasury checks to be used in instances
where the use of the purchase card is inpracticable.

b. Accommopdati on Check Cashier. The person authorized to
sign and issue accommodati on checks on behalf of the
command/ activity.

c. Accommodati on Check Custodian. The person authorized to
order, recelive, store, 1ssue, inventory, reconcile and di spose
of accommodati on check stock.

3. Policy

a. Establishing Accomodati on Check Accounts

(1) Prior to establishing an accommodati on check
account, the command/activity nust have an active purchase card
programin place.

(2) Requests nust be justified in witing and approved
by the commander/director of the installation or tenant
activity.

(3) A MasterCard Account Set-up Request nust acconpany
the activity request. The request shoul d indicate;

(a) The account should be a Wite Plastic Account;
and

(b) The nunber of checkbooks required by the
activity.

(4) The activity request nust be submtted to:
Deputy Director of Finance
Headquarters, DFAS
DFAS-HQ F) Via: Ofice of D sbursing Managenent
DFAS, Kansas Cty, M.
3-1
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(5) DFAS-Kansas City will forward the conpl eted package
to the bank for processing.

b. Accommpdati on Check Use

(1) Accommodati on checks may only be used after the
command/ activity has nade every attenpt to use the purchase
card.

(2) The maxi mum anmount acconmmodati on checks may be used
for is $2,500 ($10,000 overseas in support of contingencies
decl ared by the Secretary of Defense).

(3) Activities may only appoi nt ONE accommopdati on check
cashier to sign and issue checks for the command. |f the check
cashier is also a purchase cardhol der the two accounts nust be
mai nt ai ned separately.

(4) Activities fielding accommodati on check accounts
nmust provi de accommodati on check cashiers with a safe or | ocking
cabi net for storage of the checks.

(5) Accommodati on checks nay be mailed so | ong as
internal controls are in place to avoid duplicate paynents.

(6) Activities shall establish internal controls to
i ncl ude approval at |east one | evel above the cashier.

(7) An officer or DOD civilian who is independent of the
of fice maintaining the account nmust audit accommodati on check
accounts quarterly on an unannounced basi s.

C. Fi nanci al considerations for use with the accommvbdati on
checks.

(1) Activities are responsible for all cost associ ated
wi th the accommodati on check program Activities nust pay 1.25
percent of the check anmount for each conveni ence check issued.

(2) Accommodati on check accounts shall be bul k funded.
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CHAPTER 4
USE OF THE GOVERNMENTW DE PURCHASE CARD AS A PAYMENT METHOD

1. Scope. This chapter provides DON procedures for using the
purchase card as a nethod of paynent.

2. Ceneral. The purchase card is intended to stream ine DON s
financi al managenent and procurenent processes by reducing the
adm ni strative burden associated with traditional and energency
pur chasi ng of supplies and services. The Purchase Card Program
Reengi neering | npl ementati on Menorandum #6 i ssued by the Deputy
Secretary of Defense mandated the use of the purchase card as

t he paynent vehicle for comrercial invoices valued at or bel ow
$2,500. For commercial invoices above $2,500, use of the
purchase card as a nethod of paynent is highly encouraged.

Menmor andum #6 al so mandat ed use of the purchase card as the

met hod of payment for all training requests, using the DD Form
1556, valued at or bel ow $25,000. The areas addressed in this
chapter will provide greater use of the purchase card as a
paynment vehicl e.

a. The cardhol der nmust successfully conplete the required
training and receive a delegation of authority docunent in order
to use the purchase card as a nethod of paynent as prescribed in
Chapter 1 of this instruction.

b. The purchase card may be used as a paynent nethod for
contractual instruments when authorized by the contracting
officer. The contracting officer may authorize the use of the
purchase card as a nethod of paynent for awards issued via
ED/ ECI systens. Wen the purchase card account nunber is
required for ED/ECI paynent, the cardhol der shall ensure that an
encryption mechanismis in place to safeguard the purchase card
account nunber.

c. The follow ng policies and procedures shall be foll owed
when using the purchase card as a nethod of paynent. The
contracting officer remains responsible to ensure that:

(1) An approved and properly funded purchase request is
presented prior to acconplishing a purchase action;

(2) The appropriate purchase instrunment is used for the
requi renent (i.e. BPA, purchase order, contract, delivery order
etc);

(3) The appropriate provisions and cl auses are included
(FAR 52.232-36 shall be included in all purchase orders, BPAs
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and contracts where the purchase card will be used as the nethod
of paynent); and

(4) Al contract reporting is acconplished (i.e. DD Form
1057 or DD Form 350).

3. Policy. The purchase card shall be used as a nethod of
paynent for the foll ow ng:

a. Request, Authorization, Agreenment, Certification of
Trai ni ng and Reil nbursenent (DD Form 1556)

(1) The purchase card is the authorized nethod of
paynment for all commercial training requests valued at or bel ow
$25, 000 using the DD Form 1556. This formis authorized for
costs associated with individual and group attendance at
trai ning under the follow ng conditions:

(a) The training is an off-the-shelf event,
conference, or instructional service available to the general
public and priced the same for everyone (i.e. price per student,
course, program service or training space).

(b) The training or financial officer shall ensure
bl ock 27 of a properly issued DD Form 1556 cites “paynment w |
be made by the purchase card.” Each individual DD Form 1556 can
be issued to pay for authorized training up to $25,000. The DD
Form 1556 is not a contracting docunent and therefore it is not
subject to FAR Part 13 requirenents, Total Small Busi ness Set -
Asi des or conpetition requirenents.

(c) Activities shall follow |local procedures for
obligating funds. Al obligations shall be recorded in the
activity' s financial systemprior to issuing the DD Form 1556.
Activities are encouraged to issue a purchase card to those
aut hori zed to obligate and expend funds using the DD Form 1556.

(d) Prior to forwarding training requests to
regi onal Human Resources Service Centers (HRSC), commands nust
ensure block 27 of the formalso includes detailed cardhol der
i nformati on (cardhol der’s nanme, card nunber, expiration date and
t el ephone nunber) to allow for processing by the HRSC. For
command-specific training not processed through the HRSC, the
command has the flexibility to establish |ocal procedures
regardi ng the anmount of cardholder information to be included on
the DD Form 1556. The purchase card information is covered
under the Privacy Act and shall be protected accordingly. Al
DON enpl oyees handl i ng purchase card information are tasked with
t he proper safeguarding of that information.

(2) Cardhol ders may use their purchase card to purchase
or pay for training devel oped for and attended by only Navy
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personnel (mlitary and/or civilian) not associated wth the use
of DD Form 1556 up to $2, 500.

b. DOD Printing Requisition/Oder (DD Form 282)

(1) Al printing or duplication procurenent in the U S
is strictly controlled and nust be forwarded to the DAPS which
is the authorized agency for DON printing services.

Additionally, the Under Secretary of Defense (Conptroller) has
mandated that all requests for printing placed with DAPS within
the continental United States and Hawaii shall be acquired with
the GCPC. Therefore, the purchase card shall be the nethod of
paynment for all governnent printing requests acconplished on the
DD Form 282.

(2) Activities may obtain a publication fromthe |oca
DAPS on filling out the DD Form 282. This publication is
entitled, "How to Conplete and Submt the Departnent of Defense
Printing Requisition (DD Form 282)”.

(3) Cardhol der must ensure that the appropriation block
of the DD Form 282 reflects that paynent will be nade by the
purchase card. In addition, the cardhol der’s name and tel ephone
nunber should be stated in the special instruction/remarks
bl ock. Do not include your GCPC nunber on this form

(4) Once DAPS conpletes the printing request, the
cardhol der will be called to furnish their purchase card account
nunmber for billing purpose.

(5) The purchase card may be used to pay for
printing/duplication requests/orders up to $100, 000.

c. Sinplified Acquisition Mthods

(1) Mcro-purchases — All mcro-purchase requirenents,
regardl ess of the sinplified acquisition nethod (i.e., BPA
calls, purchase orders) used, shall be acconplished using the
purchase card, unless a witten determ nation by a nenber of the
SES, flag officer or general officer is provided in the purchase
file. This is required for any award/order valued at or bel ow
the m cro-purchase threshold that does not use the purchase card
on a stand-al one basis or as the nmethod of paynment. Exceptions
to the witten determnation are stated in the Under Secretary
of Defense nenorandum of 2 COctober 1998. The procedures
identified below are for mcro-purchase actions as well as
actions above the m cropurchase threshol d.

(2) Purchase Orders (DD Form 1155) - Each purchase order
for supplies and services should contain authorization for
paynment by the purchase card. This includes unpriced orders
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wi th established ceiling prices. The follow ng procedures are
appl i cabl e:

(a) The cardhol der nust have an appropriate
del egation of authority letter or SF 1402, Certificate of
Appoi ntment. The del egati on docunent shall specify use of the
purchase card as a paynent nethod. Cardhol der’s single and
billing cycle dollar limtations should be established to
reflect authorization to use the purchase card as a nethod of
payment .

(b) Requisitions for purchase actions for which the
purchase card will be used as a nmethod of paynent shoul d incl ude
t he purchase cardhol der’s nane, code and phone nunber.

(c) The contracting officer shall include in al
solicitations and awards in which the purchase card will be used
as a nethod of payment FAR 52.232-26 “Paynent by Third Party”.
This cl ause provides that the contractor shall make a paynent
request by a charge to a Governnent account with the third party
at the time the paynent clause(s) of the contract authorizes the
contractor to submt a request for paynent and for the anount
due in accordance with the terns of the contract. In addition,
the contracting officer nmust indicate in block 15 of the DD Form
1155, Order for Supplies or Services, that paynent will be nmade
by the GCPC and provide the cardhol der’s nane and phone nunber
as paynent point of contact.

(d) At the tine of the award of the purchase order
the contracting officer should provide the contractor with the
appropriate purchase order nunber and indicate that paynent wl|
be made using the purchase card.

(e) When instructed by the contracting officer, the
aut hori zed cardhol der shall provide the contractor with his/her
purchase card nunber. This can be acconplished verbally, by FAX

or via EEMAIL. In any case, the cardholder shall notify the
contractor not to charge the account until after performance/
shi pnent take place. Also, the cardholder shall informthe

contractor not to reveal their purchase card nunber on any
shi ppi ng/ packi ng docunent .

(f) Paynment by purchase card should only be nmade by
the authorized cardhol der utilizing his/her own purchase card.
In the case of unpriced orders with established ceilings, if the
contractor cannot performin accordance with the established
ceiling price, the contractor nust w thhold performance and
notify the contracting officer. This is in accordance with
NAVSUPI NST 4200.85 (series). |If the contracting officer
aut hori zes the additional work/cost, this information should be
communi cated to the cardhol der as authorization to use his/her
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purchase card to pay for the additional work/cost. The
contracting officer shall issue a nodification to the unpriced
purchase order to definitize the order. The cardhol der nust
informthe contractor not to charge his/her account until the
work is conpl et ed.

(g) The purchase card may only be used as a net hod
of paynent for properly issued purchase orders up to the
Sinplified Acquisition Threshold (SAT), presently $100, 000, (or
up to $5 mllion when using the procedures found at FAR 13.5 for
the acquisition of commercial itens).

(h) The authorized charges will show up on the
cardhol der’s nonthly statenent. The cardhol der nust verify
recei pt and acceptance of the supplies and/or services in
accordance with Chapter 1 of this instruction.

(3) Bl anket Purchase Agreenents (BPAs) — The purchase
card may be used to pay for firmfixed price or unpriced BPA
call s issued agai nst BPAs established under sinplified
acqui sition procedures and when the follow ng conditions apply:

(a) The contracting officer shall include in al
solicitations and awards (including BPAs) in which the purchase
card will be used as a nethod of paynent FAR 52.232-26 “Paynent
by Third Party.” The aforenentioned cl ause requires the
contractor to nmake a paynent request by a charge to a Governnent
account with the third party at the tinme the paynent clause(s)
of the contract authorizes the contractor to submt a request
for paynent in the anmount due in accordance with the terns of
the contract. |In addition, the contracting officer shall ensure
the BPA, if issued on a DD Form 1155, cites that paynent will be
made by the purchase card in block 15 or if using the SF 1449,
Solicitation/Contract/Order for Commercial Itenms is used, block
18a i ndi cates paynent by purchase card.

(b) I'ndividual calls payable by the purchase card
shall not exceed the SAT ($100,000). |If the BPA is established
in accordance with FAR Subpart 13.5, individual calls are
payabl e up to $5,000,000. However, calls for subsistence and
call s agai nst the Federal Supply Schedul es (FSS) nay be paid up
to $100, 000.

(c) Persons authorized to place BPA calls nmust have
a Certificate of Appointnment (SF 1402) reflecting the
appropriate procurenent nethod and individual call limtation.

(d) Prior to placing a BPA call, the authorized
call er should receive a valid purchase requisition either in
witing or electronically that indicates the purchase card w |
be used as the nethod of paynent and the nane, code and phone
nunber of the purchase cardhol der
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(e) When the BPA caller places the call with the
vendor, the BPA caller will provide the contractor with the
cardhol der’s nane and tel ephone nunber. The BPA caller should
instruct the vendor to contact the authorized purchase
cardhol der for the applicable account information. The
cardhol der should rem nd the contractor not to bill the account
until after performance/shipnment is acconplished. |If the BPA
caller is also the cardhol der, he/she should nake the call and
provi de the information nmentioned in paragraph 3(f).

(f) The cardhol der shoul d provide his/her purchase
card nunber to the vendor and rem nd the vendor not to charge
t he purchase card account nunber until after service is
rendered. 1In addition, the cardholder nust rem nd the vendor
not to include the purchase card nunber on any shi ppi ng/ packi ng
docunent. The notification can be acconplished verbally, via
FAX or E-MAIL. The charges will show up on the cardhol der’s
nmont hl 'y st at enent.

(g) Unpriced calls nmay be authorized using the
purchase card as a paynent nethod if acconplished in accordance
wi th the NAVSUPI NST 4200.85 (series). The BPA caller nust
establish a firmfixed price ceiling wwth the contractor prior
to placing the BPA call.

(4) LOA — The oral orders placed under this type of
agreenent shall be paid for by the purchase card and when the
foll ow ng conditions apply:

(a) Al LOAs shall be issued in accordance with
Chapter 2 of this instruction and all oral orders in anmounts
greater than the m cro-purchase threshold but not exceeding
$25, 000 shall be paid using the purchase card as the nmethod of
payment .

(b) Cardhol ders authorized to use this nmethod nust
conplete the required training in accordance with Chapter 2 of
this instruction.

(c) Individual cardholders utilizing this
procurenent method nust be appointed as contracting officers on
t he SF 1402.

(d) Cardhol ders authorized to place orders agai nst
this type of agreenent shall follow the procedures in the
NAVSUPI NST 4200. 85(series), enclosure (1), Chapters 4 and 5
gegarding solicitation and eval uati on of quotations exceedi ng

2, 500.

d. Non Sinplified Acquisition Methods
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(1) Delivery Orders issued agai nst FSS Contracts

(a) The FSS contract must authorize the use of the
purchase card as a nethod of paynent for oral orders placed
agai nst the schedule up to $9, 999, 000.

(b) Ordering officers and purchase cardhol ders
acting wwthin their del egated contracting/ purchase authority may
use the purchase card as the nethod of paynent for orders placed
against FSS. A SF 1402 is required for the issuance of witten
delivery orders. |If the individual is a purchase cardhol der, a
letter of delegation is required.

(c) If an ordering officer is issuing a delivery
order on behalf of a purchase cardhol der, he/she nust first
obtain contractor’s acceptance of the order and then provide the
contractor with the cardhol der’s nane and tel ephone nunber. The
cardhol der should then be instructed to provide the contractor
hi s/ her card account information. This can be acconplished
verbally, via FAX or E-MAIlL.

(d) Ordering officers/purchase cardhol ders should
review FSS contracts to determine if the schedul es can neet the
CGovernnent requirenents. |f the requirement is $2,500 or |ess,
the contracting officer/purchase cardhol der need only consult
one schedule if that contractor can neet the Governnent
requirenents. |If the requirenent is over $2,500, the ordering
of fi cer/ purchase cardhol der nust conpare the products/services
of at |least three schedule holders to ensure they are obtaining
t he best value for the Governnent. Additional guidance on using
GSA FSS contracts can be found in the NAVSUPI NST 4200. 85D,
Chapter 2.

(2) Basic Ordering Agreenents (BOAs) and Orders Under
| ndefiniate Delivery Type Contracts (I DTC) - The GCPC should be
the nethod of paynent for firmfixed price orders issued agai nst
BOAs and firmfixed price task/delivery orders issued agai nst
| DTCs as fol |l ows:

(a) The contracting officer shall include in al
solicitations and awards in which the purchase card will be used
as a nethod of payment FAR 52.232-26 “Paynent by Third Party”.
This cl ause provides that the contractor shall make a paynent
request by a charge to a Governnent account with the third party
at the time the paynent clause(s) of the contract authorizes the
contractor to submt a request for paynent and for the anount
due in accordance with the terns of the contract.

(b) The contracting officer should specify in the

| DTC/ BOA, the point at which each order becones binding (e.g.
i ssuance of the order, acceptance of the order in a specified
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manner or failure to reject the order within a specified nunber
of days).

(c) Each delivery order should state that the
purchase card is the nethod of paynent for individual orders.

(d) The ordering officer, if not the cardhol der,
shoul d provi de cardhol der’s nane and tel ephone nunber and
instruct the contractor to call upon receipt of the order.

(e) The ordering officer should notify the
cardhol der, either in witing or via electronic neans, that the
order has been placed. A copy of the witten order should be
provided to the cardhol der

(f) After receipt of the order by the contractor,
t he cardhol der shoul d di scl ose hi s/ her purchase card account
nunber to the contractor and remnd the contractor not to bill
t he purchase card account nunber until actual shipnent of
supplies is acconplished or services are rendered.

(g) The cardhol der nust not change any terns or
conditions of the order and should notify the ordering officer
imredi ately if there are any problens with delivery or
per f or mance.

(h) The cardhol der nust verify receipt and
acceptance of all itens on his/her nonthly statenent in order to
reconcile it accurately.

(1) The ordering officer is responsible for al
contract reporting related to the procurenent (e.g., DD 1057/ DD
350) .

(J) I'ndividual orders may be issued and paid up to
$9, 999, 000.

(k) I'f oral orders are authorized under the IDTC, it
is the ordering officer’s responsibility to confirmall oral
orders in witing as prescribed in FAR subpart 16.5.

4. Docunent Preparation. Oders or purchase orders issued
whi ch aut horize paynent by purchase card shall not contain any
of the foll ow ng cl auses:

FAR 52.213-1 Fast Paynent Procedures

FAR 52. 232-8 Di scounts for Pronpt Paynent
FAR 52.232-23 Assignnment of Cains

FAR 52.232-25 Pronpt Paynment

5. Docunent Distribution. In accordance with normal
di stribution procedures, IDTC BOAs/ purchase orders copi es shal
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not be distributed to the paynent (DFAS) offi ce.
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This information applies to Departnment of the Navy Agency
Program coordi nators, approving officials and purchase

cardhol ders with established purchase card progranms. For a ful
expl anati on, and/or background information on prohibitions
referenced in this enclosure, refer to the NAVSUPI NST 4200. 85
(series), enclosure (1). Not all of the prohibitions found in
this enclosure require special approvals. Some may be procured
using traditional purchase nethods (e.g. purchase orders, BPA
calls, etc) and paid for using the purchase card. Detailed
procedures for using the purchase card as a nethod of paynent
may be found in Chapter 4 of this instruction.
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TABLE OF CONTENTS
(This is a list of all prohibitions or special approvals related
to purchase card buys)

TI TLE

Advance Paynents
Adverti sing
Asbest os and Asbestos-Contai ning Materials

Bl ack Oxi de Coated Brass Threaded Fasteners
Bui | di ngs or Land, Long-Term Rental or Lease of

Busi ness Cards

Cash Advances

Christmas and Ot her Seasonal Decorations

Coffee Pots, Coffee, Refreshnents

Commer ci al Vehi cl es, Purchase of

Commerci al or GSA Vehicles, Rental/Lease of

(Wthout Drivers)

Enpl oyee I dentification Tags

Federal Information Processing Resources/Y2K

Fi rewor ks Di spl ay

Fuel, QI, Services, Miintenance, Repairs

Hazardous material and Hazardous Waste Di sposal

I ncentive Misic and Equi pnent

Lodgi ng and Meal s

Luggage

Medi cal and Dental Care at G vilian Non-Federal

Sour ces

Menber shi p Dues
Ozone Depl eti ng Substances

Personal Services

Pesti ci des

Pl aques, Ashtrays, Paperweights, and and O her Menentos

As G ve-away ltens

Printing and Duplication

Pur chase from Gover nnment Enpl oyees or Busi ness Owned

or Controlled by Governnent Enpl oyees

Repr ogr aphi ¢ Equi pnent
Sensitive Conpartnented Information in Contracts
Shi pboard Habitability Equi prent, Including Furniture,

Laundry/ Dry C eani ng and Food Service Equi prment

Transportation, Purchase of
Travel or Travel Rel ated Expenses

UniformItens
Visual Information (VI) Equipnment and Materi al
Vi sual | nformation-Audi ovi sual (AV) Production

I ncluding Interactive Video (1VD) Acquisition

Vi sual I nformation/Acquisition of Commercial Of-the-Shelf

Visual Information (VI) Productions
Wt hdrawal of Tax-Free Ethyl and Specially Denatured Al cohol
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LI ST OF PRCH Bl TED AND SPECI AL ATTENTI ON | TEMS RELATED TO
PURCHASE CARD BUYS

Advance Paynents

Ceneral rule: Except for requirenments such as subscriptions for
publications (i.e. Navy Tinmes, Federal Contracts Reporter,
Comrercial Cearing House Inc, etc.) and post office box rentals
advance paynents are prohibited.

Adverti sing

Ceneral rule: Unless specific approvals have been obt ai ned
advertising contract actions are not authorized in accordance
with the Navy Acquisition Procedures Suppl enment (NAPS).

Exception: The Chief of Naval Personnel has authorized an

i ncrease from $1,000 to $2,500 for the specific nedia
advertising purchase limt for Commanding Oficers of Navy
Recruiting Districts to conmensurate with the current mcro-
purchase threshold. This authority can not be redel egated and
each advertisenent is conditioned upon the use of a properly
executed DD Form 1535.

Asbest os and Asbestos-Contai ning Materials _
General rule: Purchase cardholders are not authorized to
pur chase asbestos or asbestos-containing material s.

Bl ack Oxi de Coated Brass Threaded Fasteners
CGeneral rule: Purchase cardhol ders are not authorized to
procure brass or copper alloy fasteners coated with black oxide.

For information regarding this prohibition contact

M. Scott Stanko, Naval Inventory Control Point, Code 0541, at
717-605-1361; DSN 430-1361 or via Internet:
scott_a_stanko@ cpnmech. navy. m| .

Bui | di ngs and/or Land, Long-Term Rental or Lease of
General rule: Purchase cardholders are prohibited fromentering
into long-termrentals or |eases for buildings and/or |and.

Busi ness Cards

General rule: Flag Oficers, nenber of the SES and general

of ficers may authorize the printing of business cards limted to
usi ng existing software and agency- purchased stock for those
positions that require business cards in the performance of

of ficial duties.

Cash Advances
General rule: Purchase cardhol ders are prohibited from
using their purchase cards to obtain cash advances.
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Christmas and O her Seasonal Decorati ons.

Ceneral rule: Seasonal decorations may be acquired using the
purchase card provided |ocal custons and traditions are
observed. Purchase cardhol ders are not authorized to buy
Chri stmas cards.

Coffee Pots, Coffee, Refreshnents

Ceneral rule: Unless the purchase of coffee pots, coffee, or
refreshnments is for an authorized ness, as discussed in NAVSUP
Publ i cation 486 Vol -1, Chl to Rev 3, and BUPERI NST 1710. 13 the
purchase of these itens are prohibited. Purchase cardhol ders
are also prohibited frombuying refreshnments for other

gover nnment enpl oyees.

Exceptions: The use of Oficial Representation Funds for
official entertainment and Center of Influence events involving
Navy recruiters are exceptions to this rule. 1In addition, Navy
recruiters are authorized to use the purchase card to buy neals
for recruiting applicants as an out of pocket expense.

Commer ci al Vehicl es, Purchase of _
CGeneral rule:  Purchase cardhol ders shall not use their cards to
purchase comerci al vehi cl es.

Commerci al or GSA Vehicles, RENTAL/LEASE of (Wthout Drivers)
CGeneral rule: Purchase cardhol ders are not authorized to use
their purchase cards to rent/| ease commercial or GSA vehicl es.

Enpl oyee I dentification Tags

Ceneral rule: Unless the requiring activity/comrand determ nes
that use of the identification tags are necessary and in support
of m ssion requirenents, activities may not use appropriated
funds to purchase enpl oyee identification tags.

Federal | nformation Processing Resources/Year 2000 (Y2K) Project
Ceneral rule: Purchase cardhol ders should ensure al
procurenents of IT are Y2K conpli ant.

Fi rewor ks Di spl ay
Ceneral rule: Purchase cardhol ders may not use appropriated
funds to buy fireworks for on ground displ ays.

Fuel, O, Services, Mintenance and Repairs

General rule: Purchase cardholders are not authorized to
purchase fuel, oil, services, maintenance and repairs of

| nt eragency Fl eet Managenent System and GSA Fl eet Managenent
Prograns (i.e. repair of GSA | eased vehicles).
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HAZMAT and Hazardous Waste Di sposa

General rule: Except tor commonly-used hazardous material the
pur chase of HAZMAT by cardholders is prohibited. (See Chapter 1
of this instruction)

| ncentive Misi c and Equi pnent

Ceneral rule: Except for specifically programmed nusic, the
purchase of nusic and equi pnent for broadcasting (inc. radios,
automatic record players or phonographic records) for entertai nnment
purposes is generally not authorized.

Exception: Specifically programred nusic may be purchased based
on a witten determ nation by the conmandi ng of ficer descri bing
how t he acquisition would i nprove norale, benefit the comrmand,
etc., and thereby qualify as a necessary expense under the
necessary expense rules. This prohibition also does not

precl ude the expenditure of appropriated funds for the purchase
of a public address systemrequired for intra-station

conmmuni cati on

Lodgi ng and Meal s

General rule: Purchase cardhol ders are prohibited from using
their purchase cards for the paynent of |odging and neals for
enpl oyees on tenporary duty.

Exception: Certain reserve activities are authorized to buy
meal s for Naval reservists during drill activities.

Luggage

General rule: The purchase of |uggage for enpl oyees/service
menbers to carry personal belongings while on travel orders is
general |y not authori zed.

Exception: Seabags issued to service nenbers and briefcases,
etc., furnished for the express purpose of carrying official
docunents associated with the duties of the service nenber or
enpl oyee.

Medi cal and Dental Care From Cvilian Non-Federal Sources
General rule: Pur chase cardhol ders shall not use their cards
for paynment of nedical and dental services.

Menber shi p Dues

General rule: Except for nmenbership dues which solely benefit
the agency or activity the purchase of club, association,
organi zati on and other rel ated nmenbershi ps are prohibited.

Exception: The use of appropriated funds for nenbership dues of
an activity or agency is permssible if the nmenbership
contributes to the fulfillnment of the m ssion of the activity or
agency.
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Ozone Depl eti ng Substances (ODS)
Ceneral rule: Purchase cardhol ders are not authorized to purchase
CDS materi al s.

Exception: Contracting officer’s may use their purchase card as
a net hod of paynent provided guidance in the NAPS is strictly
adhered to.

Per sonal Servi ces

Ceneral rule: Unless you have statutory authority purchase
cardhol ders should not contract for personal services using the
pur chase card.

Pesti ci des

Ceneral rule: Unless prior approvals are obtained from

cogni zant Pest Managenent Consultant at the appropriate NAVFAC
di vi sion, purchase cardhol ders are not authorized to contract
for purchase of pesticides.

Pl agues, Ashtrays, Paperwei ghts and other Menentos As G ve- Away

[t ens

General rule: The use of appropriated funds to buy give-away itens
such as plaques, cuff links, hats, T-shirts, license plate covers,
bracel ets, ashtrays, Christnmas cards, paper-weights, cigarette
lighters, novelty trash cans, key chains and simlar itens are
general 'y prohibited.

Exception: The purchase of give-away itens in support of enployee
recognition prograns may be authorized if acconplished in accordance
w th agency policy.

Printing and Duplication
General rule: Purchase cardhol ders are prohibited from buyi ng
printing or duplication services from agencies other than DAPS.

Pur chase from Gover nnent Enpl oyees or Busi nesses Owmed or Controll ed By
over nnent Enpl oyees

General rule: Purchases from governnent enployees (mlitary or
civilian) or from business organi zati ons substantially owned or
control |l ed by governnent enpl oyees are generally prohibited.

Repr ogr aphi ¢ Equi pnent

General rule: The purchase/l ease/rental/trial/replacenent or
change in rental or |ease plan of reprographic equi pnent is not
aut hori zed unl ess the requestor has conplied with the

requi renents of the Navy Reprographic Equi pnment Program The
requestor nust obtain witten approval fromthe cogni zant DAPS
for all shore copying equipnment with speeds of 71 or nore copies
per mnute. (Exanples of reprographic equi pnment are; copiers
and hi gh speed copiers, Di azo process equi pnent, |aser printers,
and duplicating equi pnent).
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Sensitive Conpartnented Information In Contracts

General rule: Purchase cardholders are not authorized to enter
into negotiations that will include requirenments for contractor
access to Sensitive Conpartnented I nformation unless the
custoner has staffed the requirenent through Conmander, O fice
of Naval Intelligence, Code ON -532.

Shi pboard Habitability Equi pnent, |ncluding Furniture,
Laundry/ Dry C eani ng and Food Service Equl pnent

General rule: Except tfor turniture, laundry, dry cleaning, and
food service equipnment listed in the foll ow ng catal ogs purchase
cardhol ders are prohibited from purchasing of these itens.

Furni ture equi pnent — S9600- AD- GTP- 010, U.S. Navy Shi pboard
Furniture Catal og with applicabl e changes.

Laundry/dry cl eani ng equi pnent — S6152-B1- CAT-010, Navy Laundry
and Dry C eaning Catal og with applicabl e changes.

Food service equi pnent — S6161- 6- CAT-010, The Shi pboard Food
Servi ce Equi pnment Catal og with applicable changes.

Transportation, Purchase of
Ceneral rule: The purchase card can not be used to pay for
transportation charges.

Travel, or Travel Rel ated Expenses

Ceneral rule: The purchase card can not be used to pay for
travel or travel related expenses (i.e. expenses associated with
official travel including transportation, |odging, or neals).

Uniformltens
General rule: Cardholders are not authorized to use
appropriated funds to purchase uniformitens.

Visual Information (VI) Equi pnent and Materi al

General rule: Per OPNAVI NST 5290. 1A, Acquisition of

pr of essi onal VI equi pnrent by non-VI activities or personnel is
prohi bi t ed.

Naval Media Center (NMC)(formerly Naval |magi ng Conmand) is the
sole authority for contracting for visual information within the
Navy. The POC and policy officer for the Navy Annual VI
Production Program adm ni stered by Chief of Naval Operations
(CNO (NOXC4) can be reached by calling 202-433-3790 or

DSN 288-3790.

Vi sual | nformation-Audi ovi sual Production Including Interactive Video
Acqul sition

Ceneral rule: Unl ess approval has been granted from NMC t he

acqui sition of Audiovisual production including interactive
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video in the federal Governnent is prohibited, regardl ess of
cost or application.

Exceptions: DON activities may be approved by CNO (NO®C4) on a
case-by-case basis. Requests for exceptions to this policy wll
requi re subm ssion of the approved instructional system

devel opnent anal ysis. For major claimant Visual |Information
Managenent O fices contact: Visual Information Production
Policy Oficer, CNO (NO9C4) at 202-433-2141; DSN 288-2141

Vi sual | nformation-Acquisition of Coomercial Of-The-Shelf Visual
I nf ormati on Producti ons

General rule: Unless prior approval from Visual |nformation
Managenent O fice is obtained purchase cardhol ders are not

aut horized to procure commercial off-the-shelf VI production.

For a list of VI off-the-shelf productions visit the Defense

Aut omat ed Vi sual Information System Defense Instructiona

Technol ogy I nformati on System (DAVIS/DITIS) | ocated on the Naval
Media Centers website: http://ww. nedi acen. navy. ml/.

Exceptions: Justification nust be submtted to contracting
officials in accordance wth regul ations of the Mjor C ai mant
Vi sual I nformation Managenment O fice. For major claimnt Visual
| nf ormati on Managenent O fices contact: Visual Information
Production Policy Oficer, CNO (NO9C4) at 202-433-2141; DSN 288-
2141.

Wt hdrawal of Tax-free Ethyl and Specifically Denatured Al cohol
Ceneral rule: The purchase of tax-free ethyl and specifically
denatured al cohol is not authorized unless a permt fromthe
Bureau of Al cohol, Tobacco and Firearnms has been issued.
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